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FCC Information for the USA 


Radio and Television Interference 


This equipment radiates radio frequency energy and if not used properly - 
that is, in strict accordance with the instructions in this manual - may cause 
interference to radio communications and television reception. 


It has been tested and found to comply with the limits for a Class B digital 
device pursuant to part 15 of the FCC Rules. These are designed to provide 
reasonable protection against harmful interference in a residential installation. 
However, there is no guarantee that interference will not occur in a particular 
installation. If this equipment does cause harmful interference to radio or 
television reception, which can be determined by turning the equipment off 
and on, the user is encouraged to try to correct the interference by one or 
more of the following measures: 


e Reorient or relocate the receiving antenna. 


e Increase the separation distance between the equipment and the 
receiver. 


e If you are using the Geofox-One with a mains adapter, plug it into an 
outlet which is on a different circuit from that to which the receiver is 
connected. 


¢ Consult an experienced radio/TV technician for help. 


Important 


This equipment was tested for FCC compliance under conditions that 
included the use of shielded cables and connectors between it and the 
peripherals. It is important that you use shielded cable and connectors to 
reduce the possibility of causing radio and television interference. Shielded 
cables, suitable for Geofox-One, can be obtained from Geofox. 


If the user modifies the Geofox-One or its peripherals in any way, and these 
modifications are not approved by Geofox, the FCC may withdraw the user's 
right to operate the equipment. 


In the USA 


For customers in the USA, the following booklet prepared by the Federal 
Communications Commission may be of help: "How to Identify and Resolve 


Radio-TV Interference Problems". This booklet is available from the US 
Government Printing Office, Washington, DC 20402 
Stock No 004-000-00345-4. 


Emissions information for Canada 


This Class B digital apparatus meets all requirements of the Canadian 
Interference-Causing Equipment Regulations. 


Cet appareil numérique de la classe B respecte toutes les exigences du 
Réglement sur le matériel brouilleur du Canada. 


FCC Declaration of Conformity 


| hereby confirm that, 
Product: Geofox-One 
Models: 4MB and 16MB 


have been tested to - and comply with - part 15 of the FCC rules. Operation 
is subject to the following two conditions: 


1. This device may not cause harmful interference. 


2. This device must accept any interference received, including interference 
that may cause undesired operation. 


The Product is for home or office use. 


Randy L Burns, President 
Geofox Inc 

7600 Burnet Road,Suite 340 

Austin, TX 78757, USA 


Software License Agreement 


Please ensure that you understand the terms and conditions of this Agreement before 
installing the EPROC32 CONNECT software supplied with the product. 


Single User License Agreement 


This is a legal Agreement between you (either an individual or an organisation) and 
Geofox Ltd. BY BREAKING THE SEAL ON THE DISK PACKAGE, YOU ARE 
AGREEING TO BE BOUND BY THE TERMS OF THIS AGREEMENT. If you do not 
agree to the terms of this Agreement, promptly return the unopened disk package and 
the accompanying items to the place from which you obtained them for a full refund. 


This license agreement covers the use of EPOC32 CONNECT on the PC and the use 
of the software that runs on Geofox-One. The software is owned by Geofox Ltd and is 
protected by international copyright laws and treaty provisions. You must, therefore, 
treat the software like any other copyrighted material. 


The License gives the purchaser the non-exclusive right to use the software. It may be 
used on several different computers owned by the purchaser, but only on one 
COMPUTER at a time. Note that the term “COMPUTER’ refers to both a PC- 
compatible machine and to a Geofox-One. 


The purchaser must not distribute copies of the software or documentation whether for 
monetary gain or not. The purchaser may not modify the software in any way without 
written consent from Geofox Ltd; this includes translation into other languages. No 
other use may be made of the software or the accompanying documentation or any 
other copies made of the program than those outlined in this Agreement. 


Copies of the software may be transferred to the Licensee's application disk(s) or hard 
disks providing the terms and conditions outlined above are adhered to. The only other 
copying allowed is when software is loaded into the computer for execution. The 
Licensee may not transfer the software to a third party without the written consent of 
Geofox Ltd. The warranty included and the terms of this License Agreement shall 
continue to apply notwithstanding any transfer and the purchaser undertakes to 
transfer only on such terms. For continued support, the person the software is 
transferred to must notify Geofox Ltd. 


The License Agreement lasts until the Licensee terminates it by destroying the 
documentation, the original CD ROM or disk(s) and all copies of the software supplied 
on the original CD ROM or disk(s). If the Licensee fails to comply with the conditions of 
the Agreement, then Geofox Ltd will terminate the Agreement and the Licensee will be 
required, by the terms and conditions of the Agreement, to destroy the original CD 
ROM or disk(s), documentation and all copies of the software supplied on the original 
CD ROM or disk(s). 
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Getting started 


This manual explains how to use Geofox-One and how to exchange 
information with a PC. In addition to the information here, Geofox-One has a 
full on-line help system that is accessed by pressing the Help key (press Fn 
and Extras at the same time). See the Built-in Help section for more details. 


Geofox-One comes ready to use. All you have to do is turn it on. You may 
need to set the time and your home city. See Setting the Time, Date & Home 
City for details. 


The rest of this chapter tells you how to run programs and switch between 
them, create new files and begin entering information into your Geofox-One. 


If you are not sure which program to use for entering your data, see Which 
program to use later in this chapter. 


Note: Sentences marked with this symbol are special points to note. 


Important: Sentences marked with this symbol contain important 
information. 


Where things are 


These pictures show the location of the external features of Geofox-One. 


socket 


PC Card 
slot 
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Reset switch 


Main 
battery —_ 
Cover 
Infrared 
PC Card 
ejecter 
Serial port 
PC Card _—— 
slot 
Backup 
battery 
cover 


Speaker 


Display catch 


The keyboard 


The Geofox-One keyboard is laid out like a PC keyboard. In the bottom left of 
the keyboard is a yellow Fn (short for function) key. Some of the other keys 
have matching yellow legends above them to show the keystroke you get by 
holding Fn and pressing that key. For example, to adjust the contrast of the 
display, hold down Fn and press the comma and period keys. 


The application keys give fast access to the main applications: 
| Icon | Application | Icon | Application 


The two red-labeled keys below the green on/off button are: 


SP Infrared 


Ea Backlight on/off 
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Important: After you have started entering information, you should read the 
Security & backups chapter for details of how to protect your information from 
loss, damage or prying eyes. 


Switching on & off 


To switch on: press the On/Off key. When you first do this, you'll see the 
System screen, described later in this chapter. 


Note: When you have set alarms, Geofox-One will automatically switch on to 
sound the alarms at the appropriate times. 


To switch off: press the On/Off key. You can switch off at any time. You do 
not have to save information first. 


Note: If you do not press any keys, Geofox-One will automatically switch off 
after 3 minutes to save battery power. Switch it on again, and you can 
continue from where you left off. See The System screen chapter for details 
of how to change this setting. 


Using the mouse pad 


Geofox-One has a touch-sensitive mouse pad that you use to select and 
manipulate items on the screen. The mouse pad requires very little hand or 
arm motion, allowing you to keep your hand and arm relaxed and free from 
strain. 
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Moving the mouse 


You will see an arrow (the mouse pointer) on the screen. To move the 
pointer, simply touch the mouse pad and slide your finger in the direction you 
want to go. The mouse pad uses relative positioning. If you lift your finger 
from the surface and put it down in a different place, the mouse pointer stays 
in the same place. The mouse pointer only moves when you slide your finger 
across the mouse pad. 


Most people find the fore finger most comfortable to use. For best results, 
touch the pad with your fingertip as shown in the picture below. Use the pad 
of your finger, not the tip — your fingernail should not touch the mouse pad. 
To change the speed at which the pointer moves in response to your finger, 
see the Screen icon in The System Screen chapter. 


Clicking 

To click on the object beneath the mouse pointer, tap the mouse pad gently 
with your finger. Use a light, quick tap — the mouse pad does not sense 
pressure. You may tap anywhere on the pad, with the exception that a tap in 
the top right hand corner of the pad will display the menu bar for the current 
application. To click on a button such as those in the toolbar at the side of the 
screen, move the mouse pointer over the button and then tap the mouse pad. 
To double click, tap twice quickly. 


Note: When moving the pointer followed by a click, it is important to lift your 
finger slightly away from the mouse pad before tapping. 


Dragging 

In some applications such as Sketch and Word you can select text or 
graphics with the mouse. This requires a tap and hold motion with the mouse 
pad (just like dragging a regular mouse with the button held down). To do 
this, tap the pad twice, but keep your finger down on the mouse pad after the 
second tap and then slide your finger to move the mouse pointer. Using the 
Sketch program is a good way to practice tap and hold. 


If your finger reaches the edge of the mouse pad before you have selected 
sufficient text or graphics, just raise your finger and continue dragging from 
the other side of the mouse pad. The textured area around the edge of the 
pad shows where this drag extend feature is activated. When you have 

finished selecting, just raise your finger before you reach the textured area. 
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Adjusting the screen 


To adjust the screen contrast: use the Contrast plus and Contrast minus 
keys or the Screen icon in the Control panel. 


To change the size of the text on the screen: use Zoom in and Zoom out 
on the View menu or press the Zoom key. 

To switch the backlight on and off: press the Backlight (3) key. You can 
use the backlight to light up the screen in poorly lit locations. 


Important: Geofox-One will drain the batteries much more quickly when the 
backlight is on. 


Setting the time, date & Home city 


1. Inthe System screen, click on the Control panel button on the Toolbar 
or select Control panel from the Tools menu. 


2. Click the Time & date icon or move the highlight to it using the arrow 
keys and press Enter. 


3. A dialog is displayed in which you can set the time and date, the home 
city and summer times around the world. 


Click the Time & date button. Move the highlight in the Time and Date 
lines by clicking on the part you want to change or by using the arrow keys. 
Type the date or time, press P for p.m. or A for am. 


4. Click on the OK button or press the Enter key and the time and date are 
saved. 


5. Click the Home button. 
6. Select your Home city and country as follows: 


e Start typing in the name of your home city or click on the arrow symbols 
or press the left and right arrow keys until you find the city you want. 


e — If your home city is not listed, select a city that is nearby for now (adding 
a city is described in the Time chapter). 


7. Click on the OK button or press the Enter key, and your home city is 
saved. Press Enter to remove the dialog and return to the Control panel. 
Click anywhere outside the Control panel or press the Esc key to return to the 
System screen. 
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Note: Geofox-One can use a 12-hour clock (midnight is 12:00:00 a.m.) ora 
24-hour clock. Refer to the Time chapter for details of how to change these 
settings, and how to adjust the clock for summer time. 


Communicating with other EPOC32 machines 


Geofox-One has an Infrared port built-in to allow you to transfer information 
such as documents, diary entries and names & addresses to and from other 
EPOC32 machines. See the /nfrared chapter later for more information. 


The System screen 
When you first switch on, you will see the System screen: 


TITLE BAR . ICON & 
4 co Easter EnRoute FILENAME 
FOLDER | Expenses 
[p> Letters August 1997 
TOOLBAR 
D Car Expenses 
\ Insurance July 1997 
‘© Manual ca heet 
enuia 
CURRENT Om Sal OPEN FILE 
FOLDER Re males 
Ws WORD 


This is the desktop where you can view your files and folders, and change 
settings that control how the machine works. 


e All the information you enter is stored in files. Their names are listed in 
the System screen, beside icons that represent the programs that created 
them. 


e All the files are stored in named folders. When you start using Geofox- 
One, the contents of the Documents folder is displayed. 


e The Title bar shows you which folder is currently displayed on the 
screen. When you start you are in the Documents folder on the C (Internal) 
drive. 


There is no limit to the number of files and folders that you can create, and 
you can create folders within other folders. The maximum number of files and 
folders is determined by the memory size you purchased. 
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Folders can contain files created in a variety of programs; they are not 
restricted to files from a single program. See The System screen chapter for 
details of managing files and folders. 


Moving between files & folders 


e Click on a folder icon to move to that folder, click on the Close folder icon 
to close it and move back up a level. 


e Click on a file to select it, click again to open it in the program that 
created it. If a filename is displayed in bold, the file is open, and clicking the 
appropriate program icon for the file will move straight to the file. 


See The System screen for more information about manipulating files and 
folders. 


Starting programs 


When you open or move to a file, the program in which the file was created is 
automatically started. You can also run a program by pressing the 
appropriate application key. 


The built-in programs 
Geofox-One has the following programs: 


System: the System screen is Geofox-One’s desktop and control center. You 
can press the System key at any time to move to the System screen. 


Messaging: for email and fax. 

Browser: for browsing the World Wide Web. 

Word: the word processor for writing letters and other documents. 

Sheet: for spreadsheets, tables, and graphs. 

Data: the database for names & addresses or other information. 

Agenda: a diary program for appointments and lists of things to do. 

Calc: a calculator for general and scientific calculations. 

Time: for alarms and a world map with international times and dialing codes. 


Sketch: for drawing pictures. 
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If you press the Extras key, you will see the Extras bar, containing program 
icons that you can click to run. These include: 


Chess: an advanced chess playing program. 

Route mapping: a route-mapping package including US and UK maps. 
Bombs: a game of logical thinking. 

Record: for recording voice memos and other sounds. 


Program: the editor for creating your own programs using the built-in 
programming language. 


Spell: for checking spelling, thesaurus, solving anagrams and crosswords 
clues. 


Comms: for terminal emulation and file transfer. 
To see which files are open, and which programs are running: 


Use List open files from the File menu or click on the name in the top right 
corner of the screen. 


Note: You don’t have to close one program before opening another. You can 
run as many different programs as you like until you run out of memory. 


Entering information 


You can start entering information in the programs straight away. Each 
program has its own set of menu commands that you can select to perform 
actions. See What to enter where for more about using the programs. 


Menu commands 


e Press the Menu key or tap on the top right hand corner of the mouse pad 
to see the available commands on the Menu bar. 


e Click on the menu names and commands or use the arrow keys to move 
around the menus and see which commands they contain. Click on the menu 
cascades marked with » or press the right arrow key to see further 
commands. 


Note: Most commands have a shortcut key combination shown next to them 
that you can press as a quick way of selecting them. The notation Ctrl+M 
means hold down the Ctrl key and press the M key. There is a list of shortcut 
keys for each program at the end of the chapter about that program. 


e Amenu command with ... after its name displays a dialog (a small 
window) where you enter more information. 
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e lfamenu command is gray, it is not currently available. For example, 
you cannot use the Copy command unless you have first selected something 
to copy. 


Dialogs 

Dialogs are displayed on screen when you need to make selections or enter 
further information before a command can be carried out. Dialogs typically 
contain a number of lines on which you select settings or enter information. 
You can move between dialog lines by clicking on them or by using the up 
and down arrow keys. 


Note: You can move a dialog around the screen to reposition it by using the 
mouse pad to tap and hold on the dialog title bar and dragging it across the 
screen. 


Dialogs can contain the following controls: 
Text box: where you type in information. 


List box: in which you select one of a number of options. Left and right 
arrows are shown around the current selection. To change the selection, click 
on the arrows, press the left and right arrow keys or type the first letter of the 
option you want. You can often click in the box or press the Tab key to see a 
list of the available options. 


Check box: where you select or deselect an option. Click on the check box 
or press the left and right arrow keys to add or remove a tick. 


Radio buttons: where you select or deselect an option. Click on an option or 
use the left and right arrow keys to make a selection. 


Note: If a dialog line is gray, it is currently not available. Some dialog lines 
only appear when another option has been chosen. 
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Multi-page dialogs 
Some dialogs have a number of pages, each of which has a tab at the top: 


TABS 
International settings 


Time | Date Number | Currency | Units | 


Clock type Analo Digital RADIO 
typ g@ DigitalO Ne SONS 


Time format 12 hour@) 24 hour©® 


am/pm formatii IPPxEy » 
Time separator : CHOICE 


LIST 


To go to a different page, click on the tab or move the highlight to the tab 
name. 


Buttons in dialogs 


Dialogs may have on-screen buttons. Click on the button or use the key 
combination shown under it. Some buttons have a standard key equivalent: 


e Usually, you can click the OK button or press the Enter key to save 
information and remove the dialog. 


e Click the Cancel button or press the Esc key to remove the dialog 
without saving the information. 


e For dialogs that ask a question, you can click the Yes button or press the 
Y key for yes; click the No button, press the N key or the Esc key for no. 


Creating new files 


When you run a program, it will usually display the file that is currently open 
or the file that you last used with the program. To write a new letter, draw a 
new picture, create a new database and so on, you need to create a new file. 
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To create a new file either: 


e Select Create new file on the File menu in the appropriate program. The 
current file will be saved and then closed, and the new file will be created. 
You can start entering information straight away. 


or: 
e Select Create new file on the File menu in the System screen. 


Note: Usually, creating a file in the System screen creates a file using the 
standard settings; creating a file from within a program creates a file which 
already has any settings or preferences that are currently set up in the 
program. 


See The System screen chapter for details of how to manage files and 
folders. 


Combining information from different programs 


You can access some programs from within other programs in order to 
combine different types of information. For example, you can access the 
Sheet program from within Word in order to insert a table of figures or a 
graph into the document. This is known as inserting or attaching an object. 


Note: Inserting objects is not the same process as inserting files, which you 
may be familiar with from some PC applications that you have used. When 
you insert an object, you start the program that you wish to create the object 
in, rather than being presented with a list of files that you have already 
created in that program. 


Sometimes the objects that you insert are displayed as icons that represent 
the program that they were created in order to save room on the screen. At 
other times, they are displayed in full on the screen. You can usually choose 
how you would like the objects that you insert to be displayed. 


See the section about objects in the individual program chapters for more 
information about inserting objects. 


Built-in Help 

You can display help at any time and from any program. 

To display help: Press the Help key (Fn+Extras). Help information is 
contained on a series of help cards in a large database, similar to the 
databases that you create in the Data program. Help is not specific to the 


program currently on screen; whatever is on screen, you can type a clue to 
search for information about any of the programs. 
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To search the help: Type your clue into the Find: box and press Enter. The 
display will show a list of help cards relevant to this word, and the first 
occurrence is highlighted. To move between cards, click on the Prev or Next 
buttons, press Enter or use the left and right arrow keys. 


To type in another search clue: Press Esc, and then type in the clue as 
before. To use one of the last five search clues again, click on the button next 
to the Find: box or press Tab and select the word you want to use. 


To scroll the help text: Drag the scroll bar on the side of the Help card or 
use the up and down arrow keys. 


To print the current Help card: Select Print from the File menu. 


If you Hard Reset the system 


For more information on resetting the system, see How do | reset Geofox- 
One? in Q & A. The system will also hard reset if you take all of the batteries 
out at once, or allow all of the batteries to become discharged. 


Important: A hard reset resets Geofox-One completely, and all information 
on the internal disk will be lost. This includes some files that are pre-loaded 
by Geofox before the system is shipped. Copies of these files, and 
instructions on how to reload them are contained in the file readme.txt on the 
CD shipped with your system. It is important that your reload these files to 
ensure correct functioning of your system. 
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Batteries & Power 


Batteries 
Geofox-One is powered by: 


e Two standard Alkaline AA batteries (installed) 


e One Duracell DL2032 Lithium backup battery (installed). This preserves 
your data while the main batteries are being changed or if they become 
completely drained. 


Important: Do not remove both sets of batteries at the same time or allow 
both sets of batteries to become completely discharged. If you do, you will 
lose all the information stored in Geofox-One (see /f you Hard Reset the 
system in Getting Started). The system will warn you when the batteries are 
getting low and need of replacing. 


Geofox-One can also be powered from a Geofox-approved AC adapter. 


Rechargeable batteries 


You can use AA-sized rechargeable Nickel Cadmium batteries (sometimes 
called NiCd or Nicad batteries) to power Geofox-One. If you do: 


e Keep two sets of batteries. You can then keep one set of batteries in the 
system while you are recharging the other set. If you leave the system with 

no main batteries you will run down the backup battery, which is designed to 
preserve your data while for short periods of time while you change batteries. 


e Replace them with fresh non-rechargeable, preferably alkaline batteries, 
if you are not going to use Geofox-One for a while. 


Note: When rechargeable batteries go flat, they do so very quickly, and you 
may get very little advanced warning. The backup battery will preserve your 
information for a limited time. 


Changing Batteries 


You should change batteries only when the system is switched off. When you 
change the main batteries, the backup battery will power the system so that 
you do not lose your data. You will not be able to switch the system on while 
there are no main batteries unless you plug in the AC adapter. 


Note: Do not remove the main batteries and the Lithium backup battery at 
the same time. If you do this you will lose all power, and all data stored in 
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Geofox-One. If both sets of batteries require changing then you should 
change the main batteries first, and then the backup battery. 


To change the main batteries, switch your Geofox-One off and then: 


1. Open the battery doors at the rear of the unit on either side by sliding 
them backwards. 


~ 


2. Swing the battery doors open. The plastic door is held captive on the 
metal hinge. 
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3. Take both batteries out and put the replacements in ensuring that the 
positive (+ve) end of each battery is facing outwards from the system. 


4. Close the battery doors, ensuring they are slid fully back into position. 
Your system is now ready for use again. 


The backup battery should be replaced as soon as the Replace Backup 
Battery message is seen. To replace the backup battery, use a small Philips 
style screwdriver to release the backup battery door on the base of the 
system. Remove the old battery and install a fresh one. Make sure that the 
battery is installed with the positive terminal (marked with a +) downwards 
(the compartment door has a diagram on the inside). Then screw the door 
back in place. 
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Battery Life and Battery Warnings 


The battery life you will achieve is completely dependent on how you use the 
system. For example, leaving the system on, but idle will give a continuous 
battery life of about 30 hours. Keyboard entry such as for data entry or word 
processing, typically reduces this to 25 hours. Heavy use of the backlight or 
audio record and playback can reduce battery life to 10 hours or less. 


Battery capacity 


Battery capacity is shown in the battery information dialog, displayed using 
Battery in the Information menu of the System screen. The battery 
percentage shown is an approximate indication of the available battery 
capacity. By default Geofox-One is configured for use with disposable 
alkaline batteries. You may also configure the computer for use with NiCD 
rechargeable AA batteries by selecting the option in the Power section of the 
Control Panel. Selecting this option changes the nominal battery capacity 
used for the percentage left calculation. Note that Geofox-One does not 
contain any battery charging capability - rechargeable batteries must be 
externally recharged. 


The Usage page of the Battery dialog show an estimate of live battery power 
consumption. The current figures shown are measured at an average battery 
cell voltage of 1.25V per cell. 


Battery warnings 


When the batteries are partially exhausted a Replace Battery warning will 
appear in the Battery information field, and when you turn system on. This 
means that the batteries are unable to provide enough current to support use 
of high current devices. Nevertheless, they may be able to supply sufficient 
power for several hours of, for example, word processing. After this message 
appears you will not be able to operate the backlight or play and record 
sounds (alarms will continue to operate using the low power system buzzer). 
You will only be able to use these options again after you have changed the 
batteries or while you are operating from the optional AC adapter. 


After the battery warning first appears you still have a reasonable amount of 
battery life left. When the battery nears complete exhaustion, the system will 
turn itself off automatically without any warning (this is because the power 
supply has determined that in order to avoid data loss it is important to turn 
the system off immediately). You will not be able to turn the system on again 
until you have replaced the batteries, which you should do as soon as 
possible to avoid loss of data. 
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Hints and Tips 


You can prolong battery life by observing the following rules: 


8 


Minimize usage of the backlight. 
Minimize usage of the sound playback and record facility. 


Do not install high current PC Cards such as modems without using the 
AC adapter. 


Try to leave applications open and switch between them with the 
application buttons or from the Extras key, rather than opening and 
closing them frequently. 


Turning off the remote link when not in use. 


Set automatic switch-off times for the machine and the backlight. 


Do not leave processor intensive applications running in the background. 
You can monitor battery current on the Usage page of the Battery 
dialog. As an example, leaving the Chess program playing against itself 
approximately triples the normal idle power consumption. 
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Using PC Cards 


Geofox-One has a Type II PC Card (PCMCIA) slot on the right hand side and 
supports both 3V and 5V (Volt) cards. You can use several types of card: 


e Flash ATA memory cards. Use flash cards as extra file storage space or 
for backing up the internal disk. When buying a flash card, ask for one 
that will work at 3V as this will reduce the impact of the card on your 
battery life. 


e CompactFlash cards. These are smaller than a PC Card and you will 
need an adapter to use them with Geofox-One. Your CompactFlash 
dealer will normally stock this adapter. You use CompactFlash cards in 
the same way as flash cards. As with flash cards, ask for a 3V card when 
purchasing. 


¢ CompactROM cards. These are the same size as CompactFlash cards, 
but are read-only - you cannot write your own data to them. They are 
sometimes used to hold third-party programs. You will need an adapter 
to use CompactROM cards. When you insert the card, any programs on 
it will appear as icons in the Extras bar. 


e Modem cards. A modem allows you to connect Geofox-One to the phone 
system and communicate with other computers or the Internet. Modem 
cards use a great deal of current and will drain your batteries very 
quickly. Because of this, by default, modem operation is disabled on 
batteries. See Using PC Cards with Batteries for more details. 


e Serial cards. You can add a second serial port to Geofox-One with a 
serial PC Card. 


Note: For an up to date list of specific cards supported by Geofox, and any 
additional types of card for which drivers may become available, refer to the 
Support area of the Geofox web site (www.geofox.com). It is possible that 
modems or flash card models that are not specifically supported by Geofox 
may work, but Geofox does not guarantee their operation. 


Inserting a PC Card 


First, make sure you have the card oriented correctly. This will usually be with 
the manufacturer's label upwards. Note that you cannot insert a PC Card the 
wrong way up, but you could physically damage the card by trying. Insert the 
card into the slot (the end that is full of holes goes in first) and push it gently 
inwards. The card will engage in two rails. You should not have to push the 
card hard to insert it. If you feel resistance to the card, pull it out and try 
again. 


18 @ 


ecncny 


Using PC Cards 


When the end of the card is flush with the outside of the case, you will need 
to press harder as the card engages with the socket. Continue pushing the 

card in until you hear the eject mechanism click. The card is then ready for 

use. 


Removing a PC Card 
1. Press and hold the PC Card eject lock. 


2. Eject the card by pushing the eject slider in toward the center of the 
system. 


3. Pull the card out by gripping the edge of the card. You may find it easier 
to tilt the system to help the card come out. 


3 
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Using Flash Cards 


A flash card appears as drive D. From the System screen you can create, 
copy and delete files on drive D in exactly the same way as you do on the 
internal drive (drive C). If you have programs open that are using files on the 
flash card, (you could be editing a Word file) switch to a file on the internal 
disk or close the program before removing the flash card. 


If you have a used flash card and do not want any of the files on it, the 
easiest way to delete them is to format the drive. You can do this by selecting 
Format disk from the Disk menu in the System screen. In the dialog, set the 
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Disk field to D and choose a name to identify the disk. You will see the 
progress of the format operation on screen, and the flash card will be ready 
to use immediately afterwards. 


Using Modems 


A modem card appears as serial device Comm::1 on Geofox-One. To use the 
modem card with the Comms program, select Serial port 7 in the 
Communications settings dialog. A good way to check that the modem is 
working is to type ATZ followed by Enter. You should see the letters being 
echoed by the modem and, after a short pause, the letters OK. 


Using Serial Cards 


A serial port PC Card appears as serial device Comm::1 on Geofox-One. To 
use the serial card with the Comms program, select Serial port 7 in the 
Communications settings dialog. For the route mapping software, if you 
have a GPS system attached via a PC Card serial port, select Preferences 
from the Map menu, go to the GPS page of the dialog and set the Port to 
Comm::1. 


Using PC Cards with Batteries 


Using PC Cards increases the power consumption of your system and will 
shorten the battery life. Flash cards, particularly 3 Volt cards, have the least 
impact, while modem cards will reduce the battery life to 20 or 30 minutes at 
best. When your batteries can no longer power a PC Card, you will see the 
message Main batteries unable to power this PC Card and the card will be 
disabled. 


PC Card Battery Rules 


The system has a set of rules that determine what kinds of PC Cards can be 
used when running off batteries. This helps to protect your data by preventing 
the batteries failing unexpectedly when a high-current PC Card is inserted. 


Flash Card rules 


To protect your data, you may not write to a flash card when your main 
batteries are low. You can, if required, override this restriction by unchecking 
the Obey PC Card battery rules option in the Power icon on the System 
control panel. When you uncheck this option, you will see a dialog explaining 
the potential dangers. 
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Important: You are strongly advised only to override the battery rules in 
extreme circumstances, such as when it is absolutely necessary to write data 
to a flash card before you can replace the batteries or connect an AC 
adapter. 


Modem Card rules 


Modem cards may not be used at all by default when running off batteries. If 
it is vital to use a modem, you can override the battery rules as described 
above. The system treats modem and serial PC Cards in the same way, so it 
may be that you have a serial card which consumes much less power than a 
modem and so is safe to use off batteries. In this case, override the battery 
rules, but watch out for the low battery warning and stop using the card when 
it occurs. 


Important: if you choose to disable the PC Card battery rules and continue 
using a PC Card after the low battery warning, you run the risk of the system 
turning off because the batteries can no longer provide enough power. If this 
happens, you will lose any unsaved data in the programs you are running. 
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Internet Connection Setup 


Before connecting to the Internet you must specify the kind of modem you 
are using and enter information about your location and internet account. 


Before setting up... 
Before you start, make sure you have the information in the table below. 


Information 


The make and model of 
your modem. 


The speed you should 
choose for your 
modem. 


If the phone line you 
are using has a Call 
Waiting facility - the 
code you need to dial to 
disable Call Waiting. 


If you want to use a 
chargecard — the 


Where to find it 


On the modem itself or 
in its manual. 


If your modem is in the 
default list of modems, 
you shouldn’t need to 
adjust this. If you are 
adding a new modem, 
consult its manual to 
find the optimum 


speed. 


From your telephone 
company. 


The literature that 
accompanied your 


Where to enter it 


The Modems section of 
Control panel. 


On the Port page of the 
Settings for modem 
dialog. To open this, 
select New or Edit in 
the Modems section of 
Control panel. 


On the Dial out page of 
the Settings for 
location dialog. To 
open this, open Dialing 
in Control panel, click 
on the Locations 
button and press Edit. 


In the Settings for 
chargecard dialog - 


account number and chargecard. open Dialing in Control 
PIN of the chargecard. panel, select Edit on 
the Locations button, 
then use the Options 
button on the 
Chargecards page. 
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Information 


If you want to use a 
chargecard - the order 
in which information 
such as your account 
number and PIN ought 
to be dialed. 


The phone number you 
should use to connect 
to your service 
provider. 


The username and 
password for your 
Internet account. 


Whether or not you 
need to specify your 
machine’s IP address 
when you connect. 


Whether or not you 
need to specify the 
addresses of your 
name servers when you 
connect. 


Where to find it 


The literature that 
accompanied your 
chargecard. 


From your service 
provider. 


From your network 


service provider or in 
the information you 
received when you 
opened your account. 


From your network 
service provider. If in 
doubt, try the standard 
setting that gets the IP 


address on connection. 


From your network 
service provider. If in 
doubt, try the standard 
setting that gets the 
addresses on 
connection. 


Where to enter it 


In the Settings for 
chargecard dialog. 
Open Dialing in Control 
panel. Select Edit on 
the Locations button, 
then press Options on 
the Chargecards page. 


On the Service page of 
the New/Edit network 
service dialog. Click 
New or Edit in the 
Network section of 
Control panel. 


On the Account page 
of the Edit network 
service or New 
network service 
dialog. Select New or 
Edit in the Network 
section of Control 
panel. 


On the Addresses 
page of the Edit 
network service or 
New network service 
dialog. To open this, 
select New or Edit in 
the Network section of 
Control panel. 


On the Addresses 
page of the New/Edit 
network service dialog 
- choose New or Edit in 
the Network section of 
Control panel. 
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Setting up 
Follow steps A to E below, and you will be ready to start using the Messaging 
and Web applications. 


Note: Each of the dialogs you will use has a Help button. Press this to find 
out more on what information to put in each line of the dialog. 


A Connecting your modem 


Important: If you have a PC Card modem, such as the one supplied with 
Geofox-One Professional, it is recommended that you use an AC adapter: 
See the PC Cards chapter for more details. 


To connect a PC Card modem: 
1. Connect the AC adapter. 


2. Insert the modem PC Card. See the PC Cards chapter for more details 
on how to do this. 


3. Connect the modem to the phone line. 
To connect an external modem: 


1. Connect your modem to a phone line, and, if necessary, to a power 
supply. Make sure the modem is switched on. 


2. Connect the modem to the serial port using an appropriate cable. The 
PC Serial Interface optional accessory may be required for this. 


3. Inthe System screen, select Remote link on the Tools menu and set 
the Link line to Off. 


B Specifying the type of modem you use 


There are a number of pre-defined modem settings. If you have a different 
modem, you will need to create your own settings for it as described How do | 
add a new modem later. 


1. Open the Control panel and open the Modems section. 


2. Click in the Current modem box or press Tab to see the list of pre- 
defined modems. 


3. Select the modem you use or a modem that you know is compatible with 
your own. Press OK. 
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C Setting the location you are dialing from 


As you travel with your Geofox-One, the phone connections you use may 
need to be treated differently. For example, in your office you probably have 
to dial 9 to get an outside line, before dialing the number you are calling. To 
dial the same number from home you don’t need to dial the 9. From a hotel, 
you may want to use a calling card. You can set up different /ocations that 
store this kind of information so that you can easily tell the system where you 
are, and numbers will always be dialed correctly. There are a number of pre- 
defined locations, and you can create new locations if you need to. 


1. Open the Dialing section of the Control panel. 


2. Inthe Current location line, select the location that is most similar to the 
one you are dialing from. If none of the pre-defined locations are 
suitable, you can create a new one using New on the Locations button. 


Pre-defined location Connection | Dial out prefix Call Waiting 
type 

Office Fixed line “9,” for local and | Not disabled 
[ae | long distance 

Mobile Not disabled 

Home (No call waiting) Not disabled 

Home (BT, Call waiting) | Fixed line None Disabled with 

“#438” 


3. Click Location and select Edit to change any of the settings for the 
location you select. 


Important: Make sure that you select the correct country in the Country line 
of the Location page, and the correct area code in the Area code line. This 
applies even to the default locations, which you need to configure for your 
specific use. 


D Configuring your Internet Service Provider 
1. Open the Network section of the Control panel. 


2. Click in the Current network service box or press Tab to see the list of 
pre-defined service providers. Select the service provider you use. 


Note: If your service provider does not appear in the list, you can add a new 
one using the New button. For more information on this, see How do | add a 
new service provider later. 
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3. Click Edit and: 


e On the Service page: enter the access number you use in the Standard 
phone number line. Including the country and area codes. 


e On the Account page: remove the tick from the Ask when connecting 
box and enter the username and password for your Internet account, 
confirming your password. 


4. Press Done, then OK. 


Note: If the Network service provider you are using requires you to specify 
your IP address or the DNS addresses or requires you to log on using a 7 bit 
character setting for data transfer, you can change these settings on the 
Addresses and Login pages of this dialog. For more details, use the Help 
button on the dialog pages, and see the articles in the How do |... section 
later on. For information on writing a connection script, see the Support area 
on the Geofox web site. 


E Entering your email settings 


= 


2. Select Email from the Settings cascade on the Tools menu. Click on 
the Outgoing page, then enter: 


1. Run Message by pressing the application key. 


e Inthe Your name line: the name you want to appear on all your outgoing 
mail. 


e Inthe Email address line: the return address you want to appear on 
your outgoing mail. 


e Inthe Email server line: the server you use to send your mail (often 
called the SMTP server). 


3. Go to the Incoming page, then enter: 
e Inthe POPS server line: the server that you retrieve your email from. 


e Inthe Mailbox login line: the username you use to log in to your 
mailbox. 


e Inthe Mailbox password line: the password you use to access your 
mailbox. 


4. Confirm your password, then press OK. 
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Note: The mailbox login and password are not necessarily the same as the 
l username and password you use to connect to your network service 
provider. Contact your email administrator if you are in doubt about what to 
enter in these two lines. 


Testing your connection 


When you’ve completed the setting up described in the previous sections of 
this User Guide, you may want to test your setup by connecting to the 
Internet. 


A good way of testing that Email is set up correctly is to send yourself an 
email message, then retrieve it from your mailbox. 


To send the test message: 
~ 


2. Select Create new email from the File menu. 


1. Run Message by pressing the application key. 


3. Enter your own email address in the To: line, then enter some text in the 
Subject: line and the message area. 


4. Press the Done (send) button on the Toolbar. 


5. Select Send messages on the Transfer menu and then press the Send 
email button. A connection dialog will appear, which allows you 
optionally to change your current location, service provider and modem. 


Connect to network 

Location Home 
Service provider BT Internet 
Number to dial 7155800 


Modem] “4 Psion Dacom Modems» 
Don't show this dialog again 


When all the details are correct, press OK to connect and send the mail. 


° — Note: Message will automatically disconnect from the Internet once it has 


l sent the email message. 
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To get the message from your mailbox: 
1. Select Connect remote mailbox from the Transfer menu. 
2. When the connection dialog appears, press OK. 


3. A list of the messages currently in your mailbox will appear in the 
Remote inbox. Select the test message and press the Copy (inbox) or 
Move (inbox) Toolbar button. 


This test confirms that you can connect to your service provider correctly, and 
send and receive email. 


Testing your connection in Web 


1. Run Web by pressing the ® application key. 


2. Select Open location on the File menu and type the address of any 
World Wide Web page. Press OK. 


3. The connection dialog will appear, as pictured above. If all the details are 
correct, press OK to start the connection. 


Web will then connect to the Internet and retrieve the page you want. 


Note: To disconnect from the World Wide Web, select Disconnect on the 
File menu. 


How do l...? 


This section answers many common questions on setting up your Geofox- 
One to access the Internet. 


...add a new modem? 


You can add a new modem if none of ones on the list of pre-defined modems 
is suitable. 


1. Open the Modems section of the Control panel. 
2. Click the New button. 


3. Give the new modem a suitable name and enter the appropriate details 
for your type of modem. Press OK. 


...remove a modem from the list? 
1. Open the Modems section of the Control panel. 


2. Select the modem you want to remove and press Delete. 
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If you delete all the modems in the list, it will return to the original list of pre- 
defined modems. 


...control the modem loudspeaker? 
1. Open the Modems section of the Control panel. 


2. Select the modem you use and click Edit. 


3. Onthe Options page, use the Loudspeaker line to control when the 
loudspeaker is on, and the Volume line to control the loudspeaker 
volume. 


...change the modem speed? 
1. Open the Modems section of the Control panel. 


2. Select the modem you use and click Edit. 


3. On the Port page, use the Speed line to select the appropriate speed for 
your modem. 


...use an infrared modem? 


If you have a suitable infrared-enabled modem, it can communicate with your 
Geofox-One via the infrared window rather than the serial port. 


1. Setup the modem and your Geofox-One so that their infrared windows 
are facing each other. 


Connect the modem to a phone line, and, if necessary, a power supply. 
Open the Modems section of the Control panel. 


Select the modem type and click Edit. 


a FO N 


On the Port page, set the Connect using line to Infrared. 


...bypass all my location settings? 


You can set the Messaging suite to ignore all of the location settings you 
have entered in the Dialing section of the control panel. If you do this, you 
can just type in the whole number to be dialed by hand. 


1. Open the Network section of the Control panel. 
2. With the network service you use selected, click the Edit button. 


3. Puta tick in the Ignore current location line on the Service page. 


@ 29 


ecnecny 


Internet Connection Setup 


4. Enter the phone number exactly as you want it to be dialed in the 
Standard phone number line. 


...add a new location? 
You can add a new location to the list of locations already set up. 


1. Open the Dialing section of the Control panel. 


2. Press the Locations button and select New. 


...disable Call Waiting? 


If you are dialing from a phone with a Call Waiting facility you need to disable 
this before connecting to the Internet, or any incoming calls will disrupt and 
possibly terminate your Internet connection. 


1. Open the Dialing section of the Control panel. 


2. Select the location you dial from that has Call Waiting, click the 
Locations button and select Edit. 


3. Click on the Dial out page, and enter the code to dial to disable Call 
Waiting in the bottom line. Your phone company will be able to tell you 
the correct code to disable call waiting. 


...change the dial out code? 
1. Open the Dialing section of the Control panel. 


2. With the location you are currently dialing from selected, press the 
Locations button and select Edit. 


3. On the Dial out page, enter: 
e The number you need to dial before making a local call, and 
e The number you need to dial before making a long distance call. 


Note: If you would normally pause after dialing the dial out code, put a 
comma after the number. If you would normally wait for a proceed tone 
after dialing the dial out code, put a tick in the Wait for proceed tone 
box on the Dial settings page. 


...use pulse dialing? 


If you are on a telephone exchange where you can’t use tone dialing (the 
standard setting), you can select pulse dialing. 
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1. Open the Dialing section of the Control panel. 


2. With the location you are currently dialing from selected, click the 
Locations button and select Edit. 


3. On the Dial settings page remove the tick from: 


e The Tone dial inside box if you are on an internal exchange which 
does not support tone dialing. 


e The Tone dial outside box if the external telephone exchange you 
use does not support tone dialing. 


...use a chargecard? 

You can set up the Messaging suite so that it automatically dials chargecard 
details before dialing a number. 

1. Open the Dialing section of the Control panel. 


2. Select the location you want to use the chargecard for, press the 
Locations button and select Edit. 


On the Chargecard page, put a tick in the Use a chargecard box. 


4. Either select a chargecard which sounds close to the one you use and 
press the Options button and select Edit or press the Options button 
and select New to create a new chargecard. 


5. On the Details page, enter your account number and enter and confirm 
your PIN. 


6. On the Rules page, use the letters (representing your chargecard details 
such as account number and PIN) to specify the order information 
should be sent in when dialing local, national and international phone 
numbers. 


...disable a chargecard? 


If your current location is set up to use a chargecard but for some reason you 
don’t want to use it the next time you connect, you can choose not to use it 
without removing any of the chargecard settings. 


1. Open the Dialing section of the Control panel and select the location you 
want to use. 


2. Press the Locations button and select Edit. 
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3. Goto the Chargecards page and remove the tick from the Use a 
chargecard box. 


...change the length of time | stay connected for? 


You can change both the length of time that your machine stays connected to 
the Internet when no data is being transferred to or from your machine, and 
the length of time it stays connected after you have closed Message and 
Web. 


1. Open the Network section of the Control panel. 


2. Inthe If idle, stay on-line for line, set the time you want the connection 
to stay open for when no data is being transferred between machines. 


3. Inthe On exit, stay on-line for line, set the amount of time you want the 
connection to stay open for when you have closed all the Internet 
applications. 


...set alternative access numbers? 


You can set alternative access numbers so that the correct number will be 
dialed according to your location. 


1. Open the Network section of the Control panel. 

2. Select the Network service you use and click Edit. 

3. Click the Edit button in the Other phone numbers line. 
4 


Select whether you want to set one or two alternative numbers, then for 
each number set the location you want it to be used for and the number 
itself, including the country and area code. 


...disable my alternative access numbers? 


If you’ve set up alternative access numbers for each location you dial from, 
but don’t want to use them at present, you can turn them off without losing 
the setup details. 


1. Open the Network section of the Control panel. 

2. With the network service you use selected, click Edit. 

3. Inthe Other phone numbers line on the service page, click Edit. 
4 


In the Choose from line, choose None. 
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...add a new network service? 


You can add a new network service if you don’t want to use or edit any of the 
pre-defined services. 


1. Open the Network section of the Control panel. 
2. With the network service you use selected, click New. 
3. Inthe Based upon line, select Generic settings. 


4. Enter the appropriate details for the new network service, making sure 
that you include the phone number (including the country and area code) 
that you dial to connect to your service provider 


...add a new network service based on the current one? 


You may want to create a new network service based on the current one if, 
for example, you have one account with a service provider, but sometimes 
use a dial-up connection and sometimes use a direct connection. 


1. Open the Network section of the Control panel. 

2. With the network service you use selected, click New. 

3. Inthe Based upon line, select Current network service and click OK. 
4 


Give the new network service a name and change any other details as 
appropriate. Press Done. 


...add a new network service based on a template? 


You can create a new network service based upon a file (called a template) 
which contains settings for your service provider. 


1. Open the Network section of the Control panel. 
2. With the network service you use selected, click New. 


3. Inthe Based upon line, select Settings from file, then use the other 
dialog lines to locate the template file. Press OK. 


4. Change any of the details of the network service as appropriate, then 
press Done. 


...remove a network service from the list? 
1. Open the Network section of the Control panel. 


2. Select the network service you want to remove and click Delete. 
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...set up a direct-line connection? 


If you have a direct connection to the Internet (as opposed to a dial-up 
connection), you can set up the Messaging suite so that it doesn’t dial out. 


1. Open the Network section of the Control panel. 
2. With the network service you use selected, press Edit. 


3. On the Service page, click the Direct radio button in the Connection 
type line. 


... specify my machine’s IP address? 


Some service providers require you to specify the address of your machine 
when you log on. 


1. Open the Network section of the Control panel. 
2. With the network service you use selected, click Edit. 


3. Goto the Addresses page and remove the tick from the Get IP address 
from server box. 


4. Enter your machine’s IP address in the line below. 


... specify the DNS addresses? 


Some service providers require you to specify the addresses of the DNS 
server systems (these are often known as Name Servers). 


1. Open the Network section of the Control panel. 
2. With the network service you use selected, press Edit. 


3. Goto the Addresses page and remove the tick from the Get DNS 
addresses from server box. 


4. Enter the addresses of the DNS servers you use. 
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Overview 


Use Message to create, send, receive and manage email and faxes. You can 
write, read and reply to email and faxes while on the move, then whenever 
you are ready, connect to a phone line to transfer faxes or email. You do not 
need to be connected to your Internet account to read and write email — you 
only need to connect to send or receive email. 


2] To | Descripti [Date ¥] size |<nm | 
Ss Sales Order 19/09/1997... 75k 
& Michael Jones Re: Invoice ... 19/09/1997... 
SS esmith@mail... Quick questi... 19/09/1997... 
S Alan-Richard... Estimates 19/09/1997... 


& Remote 
L@® Inbox 


HUN 


You can send messages as: 


e Email: To communicate by email you just need to know the email 
address of those you want to communicate with. Once you have sent 
them an email, their address is stored in the Address history list. 


e Fax: To send someone a fax you need to know their fax number. Once 
you’ve sent a fax to a certain number, the number is stored in the 
Address history list. 


Do | need to be connected to run Message? 


No - you can write and store messages at any time working off-line, and then 
send them the next time you’re got access to a modem and phone line. 


When you are connected you can download the messages stored on your 
remote mailbox. After this you can read, reply to and forward these 


@ 35 


ecnecny 


Message 


messages without being connected. New messages, and any messages you 
reply to or forward will be sent the next time you connect. 


What do | need to send and receive messages? 


To run Message and fax you need a modem. You'll then be able to send and 
receive faxes. To send and receive email, you'll also need an Internet 
account. To enter information about the modem(s) you use and your Internet 
account, see the /nternet Connection Setup chapter. 


Entering your email settings 


Before you can send or receive email, you must enter details of your mailbox 
and email address. 


1. 
2. 
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Select Message from the Settings cascade on the Tools menu. 


Enter the following on the Outgoing page of the dialog: 
Your name: This will appear on all email you send. 


Email address: This will be included in all email you send, and should 
be the address you want others to send email to. This will be a name 
such as nobody@geofox.com. 


Email server: This is the server to which outgoing email will be sent. 
You will need to get this name from your Internet Service Provider (ISP). 
The name will be something like mail.geofox.com. 


Use MIME encoding: Remove the tick from this box if you don't want 
messages to be sent using MIME encoding. 


Enter the following on the Incoming page of the dialog: 


POPS server: This is the server where your Remote mailbox is located 
and will be a name such as mail.geofox.com. You will need to get this 
from your ISP. 


Mailbox login: This is the login name provided by your ISP. This may be 
related to your name (for example, HamishW or john_doe) or made up 
by your ISP (such as D638023). 


Mailbox password: This is the password you need to use to access 


your Remote mailbox. For security, your password won't be displayed, 
just asterisks. 
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Confirm password: Enter your password again for confirmation. You 
must enter the same password in both fields. This is required since you 
can’t verify visually what you have typed as you can’t see the letters. 


Auto send: Remove the tick from this box if you don't want email in your 
outbox to be automatically sent when you connect to the Internet. 


Changing the fax settings 


Before you start sending faxes, you should change the settings relating to the 
faxes you create and send. 


1. 
2. 


Select Fax from the Settings cascade on the Tools menu. 


On the Fax settings dialog you can change the: 


Fax ID: the number of the fax machine on which you want to receive 
faxes from other people. 


User name: the name you want printed at the top of faxes you send. 
Preferred resolution: normally set to Fine, but you can change it to 


normal if you find that the fax machine you're sending to doesn’t support 
Fine resolution faxes. 


Where messages are stored 


Normally messages are stored on the internal disk (drive C). You may prefer 
that they're stored on a Flash card if you have other things you want to keep 
on the internal disk. To change the disk where messages are stored: 


1. 


2. 


8 


Select Message storage from the Settings cascade on the Tools 
menu. 


Choose the disk you want to use for message storage. 
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Views 
There are three different views in Message: 


e Folder view: you'll see when you first start Message. It shows the 
different message folders available and a list of the messages in the 
currently selected folder. The message list shows you the type of 
message, who the message is from or to, the subject, the date on which 
it was last edited or sent and the size of the message 


e Editor view: where you prepare your messages, which you can either 
send immediately, on the next connection or you can save them as draft 
messages to work on later. Editor view is opened when you select one of 
the new message commands. 


e Email and fax viewer: where you can read the messages you have 
downloaded from the remote mailbox or faxes you have received. The 
email and fax viewer is displayed when you select a message in Folder 
view and click on it or press Enter. 


Message Folders 


Folder view (seen at the start of the chapter) shows the message folders and 
lists the messages in the current folder. There are folders for messages 
received, messages to be sent, messages already sent and draft messages. 


Local folder 


When you are not connected to a phone line, you can work off-line in the 
Local folder. You can prepare messages for sending and read the messages 
you received when connected. 


There are four local folders that store your messages according to the status 
of the message: 


e Inbox: for faxes you’ve received and email copied or moved from the 
Remote Inbox to the Local Inbox in order to read them. 


e Outbox: for faxes and email that you have written and are ready to send 
the next time you connect to the phone network or Internet. 


e Draft: for faxes and email which you haven't finished. You can save 
them as draft messages so you can open them again and work on them 
later. They won't be sent when you connect to the phone network or 
Internet. 
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e Sent: a log of the faxes and email that you have already sent while 
connected to the phone network or Internet. 


Remote folder 


When you connect to your mail server the Remote folder opens. This folder 
displays a list of the email waiting for you, and you can select individual 
messages to move or copy over to the Local Inbox. You can also delete 
messages in the Remote folder. 


Important: If you delete messages in the Remote folder or move them to 
your Local Inbox, you are permanently deleting the messages from your 
remote mailbox. 


Folder columns 


You can’t see the text of a message from within the Folder view, but you can 
identify messages you want to read or edit by the header. The header 
provides a summary of the message divided into these columns: 


(2. Icons indicate the type of message; either ‘> for email or -) for 
fax. 


¢ To/From: depending on which folder is open, this either shows the name 
of the person who sent you the message or the person you are sending 
a message to. 


e Description: the subject of the message. The amount of text visible 
depends on how wide the column is, as specified in the View 
preferences dialog. 


e Date: either the date on which you wrote the message or the date you 
received or sent the message. 


e Size: how large the message is, in Kilobytes. You'll also see a paper clip 
here if a document is attached to the message. 


Note: To display more summary information about messages in the Folder 
view you can turn the List of folders and Toolbar off. Use the commands on 
the View menu to do this. 


See Changing the display of message summaries for details of how to 
change column widths and the sort order used. 
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Moving between folders 


When you first open Message the contents of the Local Inbox folder are 
displayed. To move to a different folder, click on the folder you want to open 
or use Switch folder on the View menu. You can also use the cursor keys to 
move to a different folder. 


Showing & hiding the Toolbar 


Each view has a Toolbar that provides shortcuts to common menu 
commands. The Toolbar buttons change according to which view you are in. 
To turn the Toolbar on and off, select Show toolbar on the View menu. 


The title bar 


Each view has a title bar which tells you which folder is currently open and 
how many messages are stored in that folder. 


It also contains a progress bar that tells you what is happening when you 
send and receive messages, and how much of a task is complete. For 
example, the progress bar displays messages like Waiting for a fax or 
Downloading message header 1 of 5. 


To turn the title bar on and off, select Show title bar on the View menu. 


Creating, sending & receiving email 


You can create a new email while working off-line and then save the 
message to either edit again later or to send when you next connect to your 
email server. 


ey nnnnnnnnnniew erat essed 
19/10/1997 12:23:06 am 
To: James-Parker@preview.co.uk 
cc: 
BCC: = 
Subject: Mobile email S 
James = 


Have you seen the new mobile computer from Geofox. If not, 
you should look at their web site - www.goeofox.com. Their 
product includes integrated fax and email messaging and a PC 
Card slot for a modem, so you can really keep in touch while 
you're traveling. 


The big screen is great too - you get to see so much more 
information at once. 
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To create a new Email: 


1. Click the New button on the Toolbar and then click Email or select 
Create new email on the File menu. The message editor will open, 
ready for you to start writing a new message. 


Note: You can use the normal editing commands from the Edit menu. You 
can spell check your email or count the number of words using commands on 
the Tools menu. 


Addressing email 


The addresses of the recipients of your message will be names such as 
a.n.other@geofox.com. Enter the addresses on the following lines: 


e To: the main recipient(s) of the email. 
e CC: any other people you want to send a carbon copy of the email to. 


e BCC: anyone you want to send a blind carbon copy of the email to. 
Other recipients of the email will not be aware that those with a BCC 
address have received a copy of the email. 


If you want to enter more than one address in any of the address lines press 
Enter between them. This will insert a semicolon to mark the end of one 
address and the start of the next. 


Note: You can copy an address from another file such as a Data file, and 
paste it into one of the address lines in the email editor. 


Selecting addresses from the history list 


The address history list remembers addresses you’ve previously entered - 
the number of addresses stored depends on the setting in the Editor 
preferences dialog. There are separate lists for faxes and email. 


1. Move the cursor to the address line you want to enter an address in. 


2. Display the history list by pressing the Tab key or clicking the Address 
button on the Toolbar or by selecting Address history list from the Edit 
menu. 


3. Highlight the address and click on it or press the Enter key to insert it in 
the address line. The list is an incremental matching list, so if you start to 
type first few letters of the address you want, the first item that matches 
the characters you have typed so far will be selected. 
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Saving finished email 


Click the Done (send) button on the Toolbar or select Done (send to 
Outbox) from the File menu in the editor or from Folder view. This will move 
the message into the Outbox, ready to be sent the next time you connect to 
your email server. 


Saving unfinished email as a draft 


If you don’t have the time or all the information you need to finish writing a 
message you can save the message in the Draft folder. 


Messages stored in the Draft folder are not sent when you connect to your 
Internet account. You can open draft messages again, and edit the text of the 
message as many times as necessary. 


Once you’ve finished writing the message and want to send the message, 
you need to move it into the Outbox. The message will then be sent the next 
time you connect to your email server, along with any other email stored in 
the Outbox. 


To save an unfinished message: 
e Click the Save as draft button on the Toolbar or select Save as draft 
from the File menu, while in the email editor. 


Note: If you’ve already saved the message as a draft before you'll be asked if 
you want to replace the original message in the draft folder. Click the Yes 
button to replace the original message or the No button to return to Folder 
view without saving the changes. 


To re-open a draft email: 


e Highlight the message in the Draft folder and click on it or press Enter. 


To reject changes to a message, and return to the copy previously stored in the 
Draft folder: 


e Click the Cancel button on the Toolbar or select Cancel, lose changes 
from the File menu. 


To move a draft message into the Outbox when it is ready to be sent: 


e Click the Done (send) button on the Toolbar or select Done (send to 
Outbox) from the File menu in the editor or from Folder view. You will be 
asked whether you want to remove the message from the Draft folder. 
Click Yes to move the message to the Outbox or No to move the 
message to the Outbox, and keep a copy in the Draft folder as well. 
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Note: Once a message has been sent it is moved from the Outbox into the 
Sent folder. 


Connecting and sending email 


1. Go to the Outbox in Folder view and click the Send button on the 
Toolbar or select Send messages from the Transfer menu. All 
messages waiting in the Outbox will be sent. 


2. You'll see a dialog showing the number of email and faxes waiting to be 
sent. 


3. Ensure that your modem is connected to the system and the phone line. 


Important: If you are using a PC Card modem, don’t forget to connect the 
AC adapter before inserting the modem card. This will protect your batteries 
and prevent premature battery low warning messages. 


4. Press the Send email button to start sending the messages. 


5. If you are not connected to the Internet you'll see the Connect dialog, 
showing details of the connection to be made. Make sure these settings 
are correct and click OK. The connection will be set up and the 
messages sent. If you are already connected, you won't see the Connect 
dialog. 


Note: If you don't want messages to be sent automatically when a connection 
is established, Select Email from the Settings cascade on the Tools menu 
and remove the tick from the Auto send on connection box. 


The progress bar shows the state of the connection, and when the email has 
been sent, a dialog shows the number of messages sent and the reason for 
any errors. Messages that were successfully sent are moved to the Sent 
folder; messages that couldn't be sent remain in the Outbox. 


Note: When sending you can still continue to do other work, such as writing 
other messages. 


Resending a message 


Once you've sent a message, it is moved to the Sent folder until you delete it. 
You can resend a message from this folder; it will be moved back to the 
Outbox folder to be sent again the next time you connect. 


To resend a message: 
1. Open the Sent folder and highlight the message you want to resend. 


2. Click the Resend button on the Toolbar or select Resend messages 
from the Transfer menu. 
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3. The message is opened for you to enter the address of the new 
recipient. 


4. Click the Done (send) button on the Toolbar. The message is moved to 
the Outbox ready to be sent. 


Connecting and receiving email 


To receive email you need to connect to the Internet and then open the 
Remote Inbox. Connecting to the Remote Inbox allows you to view the 
summary information about the messages you've received. You can then 
select the messages you want to read and move or copy them to your Local 
Inbox. A tick in the tick column shows which messages you have selected. 


Ensure that your modem is connected to your system and the phone line. 


1. Click the Remote mail button on the Toolbar and chose Connect or 
select Connect remote mailbox from the Transfer menu. You will see 
status messages in the progress bar. 


The summary information of all the messages still contained in the 
Remote Inbox is displayed, not just the messages received since the last 
time you connected to your account. New messages are shown in bold. 


2. To select messages you want to move or copy to the Local Inbox: 


e Highlight a message and click on it or press the Spacebar to select the 
message or 


e — Click on the tick column header or use Select all from the Edit menu to 
select all the messages or 


e Use Select new from the Edit menu to select all the new messages or 


e Hold the shift key down and use the up and down arrow keys to select 
several messages at once or 

e Tap and hold with the mouse to select several messages. 

3. Once you’ve selected one or more messages you move, copy or delete 
them: 


e Move the messages from your Remote Inbox to the Local Inbox by 
clicking the Move to inbox button on the Toolbar or by selecting Move 
to inbox from Receive remote mail on the Transfer menu. 


Important: If you move messages from your Remote Inbox, the only copies 
of these messages will be in your Local Inbox. If you want to be able to 
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access these messages from a different computer, you should copy them to 
your Local Inbox. 


e Copy selected messages to your Local Inbox by clicking on the Copy to 
inbox button on the Toolbar or by selecting Copy to inbox from 
Receive remote mail on the Transfer menu. 


Note: If you copy messages from your Remote Inbox, the next time you 
connect to your account the summaries for those messages will be displayed 
again. If you don't want to access the messages in the Remote Inbox from 
another computer then it might be better to move them to your Local Inbox. 


e Delete the messages by clicking the Delete button on the Toolbar or by 
selecting Delete from the Edit menu. 


Important: If you move or copy a message which has a file attached to it 
(indicated by a paper clip in the message summary), you won't be able to 
open the file. 


Note: You can continue to do other work while receiving messages. 


Disconnecting from the mailbox 


When you have finished transferring email, click the Remote mail button on 
the Toolbar and select Disconnect or select Disconnect from the Transfer 
menu. 


Disconnecting from the Internet 


To disconnect your Internet connection, select Disconnect from network from 
the File menu. After asking for your confirmation, this will disconnect 
immediately, overriding any timeout you have set in the Network section of 
Control panel. 


Viewing an email 


Messages you transfer from your remote mailbox over to the Local Inbox are 
displayed as a list of message summaries in Folder view. Unread messages 
are displayed in bold. A paper clip in the size column indicates that the 
message has an attachment. 


To open a message: 


1. In Folder view, highlight the message you want to read and click on it or 
press Enter. 


2. Once you've finished reading the message you can: 
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e Reply to an mail or 

e Forward the message on to someone else or 

e Return to Folder view by selecting Close from the File menu or pressing 
Esc. 


Use Go to on the Edit menu to move between pages and between 
messages. You can also use the scrollbar or the PgUp and PgDn keys to 
move up and down within the current message. 


Replying to or forwarding an email 
You can respond to an email while you are reading it or from Folder view. 


1. Highlight the message you want to reply to in Folder view and click the 
Respond button on the Toolbar or click the Reply to button while 
reading the email. Alternatively, use Reply to on the File menu. 


2. Select: 
e Reply to sender: to reply to just the sender of the original email. 


e Reply to all addressees: to reply to all those who received the original 
email. 
e Forward: to send the message on to someone else. 


3. Type in your reply to the email. The text of the original email is retained, 
with a dotted line to divide it from the response. 


4. You can either: 


e Click the Done (send) button if the message is finished and you want to 
send it the next time you connect to your Internet account or 


e Click the Save as draft button if the message isn’t finished and you want 
to add more to it before sending. 


Email attachments 


Message does not yet support receiving email attachments. If you download 
a file with attachments, you will see messages in the file indicating that the 
attachments were present, but you will not see the attachments themselves. 


Important: If you receive a very large email, it is likely to have 
attachments, so it is probably better not to select it for moving or 
copying to your Local Inbox as you will not see the attachment. If you 
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move a file containing an attachment, you will be asked whether you 
really intend to delete the file from the server. If you confirm the 
deletion, you will lose the attachment entirely and will not be able to 
read it from another computer. 


Creating, sending & receiving faxes 


Preparing a fax 


You can prepare a fax message by creating and writing the fax within 
Message or you can prepare a fax from any program from which you can 
print, for example Word, Sheet and Sketch. 


Preparing a fax within Message 


1. Click the New button and select Fax or choose Create new fax from the 
File menu. Enter the fax number, other details and write the fax. 


Note: If you have sent a fax to this number before it will have been added to 
the Address history list. Open the Address history list by pressing Tab, 
clicking the Address button or by selecting Address history list from the 
Edit menu when in the To Fax line. Highlight the number you want to use, 
then click on it or press Enter. 


2. Once you have written the fax, you can choose to send the fax to the 
Outbox or save it as a draft, just as you can with email. See Saving 
unfinished email as a draft. 


Preparing a fax in another program 


You can create faxes from documents you have produced in other programs. 
When you choose to send that document by fax, you can address the fax and 
write a cover sheet in Message, then fax both the cover sheet and document 
together. Faxes created by this method have a paper clip icon beside them in 
Folder view to show that a document is attached to the fax. 


To prepare a fax: 
1. Open the file you want to send as a fax. 
2. Select Print from the Printing cascade on the File menu. 


3. Make sure that the printer selected for that program is Fax. See Printing 
for more details on how to do this. 


4. Click the Print button to start printing or press Cancel if you want to 
continue to work on the file before printing to fax. 
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5. The fax will be created, and then Message will be opened for you to 
enter the fax number, address and write the cover sheet. This is the 
same as for a fax prepared in Message. 


6. Once you have entered the details, you can choose to send the fax to 
the Outbox or save it as a draft, just as you can with email. See Saving 
unfinished email as a draft. 


Sending a fax 
There are three ways to send a fax: 


e Send all messages. Each fax in the Outbox is sent in turn. 

e Send selected fax. Only the selected fax is sent. 

e On-line sending. You dial a connection yourself using a phone, and 
then start sending the fax. 


In the first two cases Message must be able to access the public telephone 
network directly. If this is not possible, and you can only make calls via an 
operator, use the last method. 


Note: Before you send a fax, make sure you've entered your details in the 
Fax settings dialog. 


Send all messages 


Select Send messages from the Transfer menu and then click Send fax. 
After the faxes have been sent, you'll see a summary of the number of faxes 
that were sent, and the number not sent. Faxes that were sent are moved to 
the Sent folder. 


Send selected fax 


Select the fax you want to send in the Outbox and choose Dial & send fax 
from the Send fax cascade on the Transfer menu. 


On-line sending 


In this case, you'll need to connect your modem and a phone to the same 
phone line using a splitter plug. 


1. Select the fax you want to send in the Outbox. 


2. Dial the destination using a phone. 
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e If you are connecting to a fax machine, wait until you hear the fax 
machine answer - a series of high pitched tones - and then select Send 
immediately from the Send fax cascade on the Transfer menu. 


e If you are connecting to another phone, tell the person at the other end 
to press the Start button on their fax machine and then select Send 
immediately from the Send fax cascade on the Transfer menu. 


3. When you see the message Connecting to fax machine in the progress 
bar, replace the phone handset. 


Receiving faxes 
There are three ways to receive a fax: 


e Automatic answer. Message answers the incoming fax call, and then 
receives the fax. 


e On-line receiving. You set up a connection using a phone, and then 
instruct Message to receive the fax. 


e Dial a faxback service. You dial the number of a faxback service which 
automatically sends a fax in return. 


Automatic answer 


1. Select Wait for call from the Receive fax cascade on the Transfer 
menu. 


You can leave your system unattended to monitor for incoming faxes. When 
an incoming fax is detected, Message answers the call and receives the fax. 


If your modem and phone are connected to the same line, the phone may 
ring once or twice before Message answers it. If the phone rings for a longer 
time, then it's probably a voice call, not a fax. 


On-line receiving 


In this case, you'll need to connect your modem and a phone to the same 
phone line using a splitter plug. 


1. Select the fax you want to send in the Outbox. 
2. Dial the destination using a phone. 


3. Tell the person at the other end to press the Start button on their fax 
machine and then select Receive immediately from Receive fax on the 
Transfer menu. 
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4. When you see the message Connecting to fax machine in the progress 
bar, replace the phone handset. 


Dial a faxback service 
1. Select Wait for call from the Dial faxback cascade on the Transfer 
menu. 


2. Enter the number of the faxback service in the Faxback dialog and click 
the Dial button. 


After a few seconds the fax will be received. If this is unsuccessful, it could be 
that the faxback service has an initial dialog that allows you to select the fax 
you want to receive. Try making the connection with a phone, and then 
receive the fax while on-line. 


Viewing a fax 
To view a fax in the Local Inbox highlight it in Folder view and then click on it 
or press Enter. 


Use the arrow keys to move around the fax and use the zoom key or the Fax 
display cascade on the View menu to manipulate the fax on the screen. 


Forwarding a fax 


You can forward a fax you received to someone else, adding a new cover 
sheet if required. You can forward faxes from Folder view or while you’re 
reading the fax. 


1. Highlight the fax you want to forward in Folder view, click the Respond 
button and select Forward. Alternatively use Forward from the File 
menu. 


2. You can now enter the fax number and other details, and forward the fax 
in the same way you'd forward an email. See Forwarding an email. 


Managing messages 


Deleting messages 


Once you’ve been using Message for a while, you might find you have too 
many messages in Folder view. To reduce the number of messages you can 
delete them or print a copy. 
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To delete one or more messages: 
1. Click on the folder containing the messages you want to delete. 


2. Highlight each message you want to delete and press the Spacebar; it 
will be marked with a tick. You can also select messages with the arrow 
keys and the mouse as described in Connecting and receiving email. 


3. Delete the messages by clicking the Delete button on the Toolbar or by 
selecting Delete from the Edit menu. 


Printing messages 


You can print an email or fax if it's selected in the Folders view or if you are 
editing or viewing the message. 


To print a copy of a message: 

1. Select the message in Folder view. 

2. Select Print from the Printing cascade on the File menu to print the 
message. 


e Use Page setup to control the page size, margins, headers, footers and 
page numbering. 


e Use Print setup to set the number of copies and select the printer to be 
used. 


e Use Print preview to display pages showing how the printed copy will 
look. 


Changing the display of message summaries 


You can change the column width or the sort order in Folder view. The 
column by which the messages are sorted is indented, and the arrow on the 
indented title shows whether the messages are sorted in ascending or 
descending order. 


To change the column width: 


Click on the line between two column titles and drag the line to change the 
width. You can set the column widths exactly by selecting View preferences 
from the Tools menu. The unit of measurement used is selected in the 
International settings of the Control panel. 


To change the sort order: 


Click on the column title to reverse the sort order for the list. You can also set 
the sort order by selecting Sort by on the Tools menu. 
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Shortcut keys 
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Web 


The World Wide Web (also known as the Web) is a large collection of pages. 
These pages usually contain text and pictures, and can also contain files 
such as software. These pages can be viewed using browsing software like 
Web, and are linked to each other, allowing you to move between them with 
ease. 
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What do | need to browse the World Wide Web? 


Firstly, you need a modem and phone line. Geofox recommend that you use 
an AC adapter when you use a PC Card modem. You can also use an 
external modem, although you will need the optional Geofox-One PC 
Interface cable to do this. You can use a mobile phone if your modem card 
supports it or if your phone has a built-in modem. 


Secondly, you need an account with an Internet Service Provider (ISP) or 
dialup access to your corporate intranet. 


Note: Before using Web, see the /nternet connection setup chapter. 


Do | need to be connected to the Internet to run Web? 


You don't have to be connected to the Internet to run Web so long as you 
only want to look at pages stored on a local disk. In reality, you will mostly 
use Web to retrieve and display pages from remote machines, for which a 
connection to the Internet is necessary. 
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Starting Web 


To start Web, press the @ application key at the top left corner of the 
keyboard. The home page will be opened. By default, this is stored on the 
internal drive, so there is no need for an Internet connection at this point. 


Moving around a page 


A Web page may contain more information than is currently displayed. To 
view other parts of a page, use the arrow keys or scroll bars to scroll the 
page up, down, left and right. You can also use the Zoom key to change the 
amount of information displayed. 


Some parts of a page (hot areas) can be clicked on to perform different 
actions. These include items such as: 


e The location line of the browser window. 
e Links in text. These are underlined. 
e Images, with or without links. 


e Entry boxes and buttons in forms. 

To select a link, image or other hot area: 

e Click on it once or 

e Use the Tab key to highlight each selectable area of the screen in turn. 


To move backwards through the order, hold down Shift and press Tab. 


Starting a Connection to the World Wide Web 


Web will start an Internet connection the first time it needs to retrieve a page 
from a remote site. To retrieve a remote page, do any of the following: 


e Click on one of the links in the standard home page. 


e Select Open location on the File menu and enter the Web address of a 
page you want to open. 


e Click the Search button on the Toolbar. 


e Select Bookmark list on the Bookmarks menu, click on a bookmark 
and then press Go to. 
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The modem will start dialing and Geofox-One will initiate a connection to the 
Web. 


Stopping a connection 
To stop a connection at any time, use Disconnect on the File menu. 


Note: Simply closing Web using Close on the File menu will normally also 
shut down your connection to the Internet. To change this, change the If idle, 
stay on line for field for your network connection in the Network icon in 
Control panel. 


Viewing information about your connection 


To view your connection status at any time, click on the title bar or select 
Status information on the View menu. The Status information dialog 
displays the following information: 


Connected: ticked if you are connected to the Internet. 
Status: How far Web is through loading the current page. 
Page title: This tells you the title of the Web page currently being displayed. 


Location: This line displays the full Web address of the page currently being 
displayed. 


Opening a Web Page 


To open a location and view a page: 


e Click in the location line, type the address of the page you want to view 
and press Enter or 


e Select Open location on the File menu and enter the address of the 
page you want to view. 


While Web is retrieving the page you requested, the ® icon will be 
animated, and a gauge in the title bar will indicate the progress of the 
transfer. When the page has been completely received, the animation of the 


icon will stop and the progress bar will disappear. 


Following links 


Many Web pages are connected to other pages by links. Links normally 
appear as underlined text, and provide doorways to other pages and sites. To 
open the page associated with a link: 
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e — Click on the link once to highlight it, then click on it again to start 
retrieving the page or 


e Press Tab until the link you want to follow is highlighted, then press 
Enter. 


When you select a link, the address of the page it leads to (this is sometimes 
called the URL) is displayed as an information message in the top right 
corner of the screen. 


Linked images 


Some links are contained within images, and do not appear as underlined 
text. When you select an image that contains a link an information message 
containing the Web address of the link will appear. To follow a link contained 
within an image: 


e Click on the image to select it. If an information message with a Web 
address appears, the image contains a link. Click on the image again to 
follow the link. 


e Press Tab until the image is selected (a selected image has a dotted line 
around it). If an information message with a Web address appears, the 
image contains a link. Press Enter or click on the image again to follow 
the link. 


Image maps 


Some images contain more than one link, so that the page you open 
depends on which area of the image you select. These are called image 
maps. 


To follow a link contained in an image map, click on the appropriate part of 
the image. The address of the link will be displayed in an information 
message. Press Enter or click again to follow the link. 


Moving to previous pages 
To return to Web pages you have accessed since you last ran Web: 


e Press the and buttons or use Previous and Next on the Go 
to menu to move back and forward through the list of previous pages. 


e Press the button or select History list from the Go to menu to 
display a list of the last few pages you have viewed. Click on one of the 
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items in the list or use the up and down arrow keys to select it, then 
press Enter to open that page. 


Displaying images 

Images that appear on Web pages can be slow to retrieve, and may 
consume a lot of memory. To choose whether or not you want Web to 
automatically load all the images on a page, select General preferences on 
the Tools menu and use the Load images automatically tick box. 


Images not automatically loaded appear with image place-holder icons (B®) 
where the images would be. The box representing the image may also 
contain text describing its contents. 


¢ To load all the images on the current Web page: select Images|Load 
all images on the View menu. 


. . ; Khe 

e To load a particular image on the current page: click on the cS icon 
for the appropriate image, then click on it again or press Enter. 
Alternatively, select Images|Load image on the View menu. 


Setting your home page 


Your home page is the Web page that is your base location on the World 
Wide Web. It may be one you have created yourself or a site from which it is 
easy to access pages you use frequently. Your home page usually is the first 
page a Web browser opens when it is started. 


To set your home page: 


e Select General preferences on the Tools menu. In the Home page 
location line, enter the Web address of the page you want to be your 
home page. Press OK. 


To set a local page as the home page, enter the prefix ‘file:/// followed by the 
full path and filename of the local page. So, if the file you want to be your 
home page is called Mypage.html and is stored in the Documents folder on 
the internal disk, you would type file:///C:\Documents\Mypage.html in the 
Home page location line. 


To return to your home page at any time, press the Home button on the 
Toolbar or select Home on the Go to menu. 
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Using bookmarks 


A bookmark is a place-holder you assign to a Web page so you can easily 
return to it without having to remember and type its address. 


¢ To bookmark a page: go to the page you want to bookmark and select 
Add bookmark on the Bookmarks menu. 


¢ To bookmark a link: click on the link you want to bookmark or press 
Tab until it is highlighted, then use Add bookmark to link on the 
Bookmarks menu. 


¢ To open a bookmarked page: select Bookmark list on the 
Bookmarks menu, highlight the bookmark you want and press Go to. 


Managing bookmarks 


You can change the name and location for any bookmark and also re-order 
the bookmark list. You can also keep your bookmarks in folders, so you can 
arrange them by subject or another category. To do any of these, use Edit 
bookmark list on the Bookmarks menu. 


Edit bookmarks 
@ Bookmarks 
(@ Work 
@ Hobbies 
(@ Search pages 


cut [copy | Paste [ deiete [ eat. | Aad. | 


Ctri+x Ctrl+C Ctri+¥ Del Ctrl+E Ctri+4 


¢ To change the name of a bookmark: select the bookmark and click the 
Edit button. Edit the name in the dialog and press OK. 


¢ To change the Web address of a bookmark: select the bookmark and 
press the Edit button. Enter the new address in the Location line. You 
will need to use this command if the location of a page changes. 


To change the position of a bookmark in the bookmark list: 


Select the bookmark, then use: 
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e The Cut button to make a copy of the highlighted bookmark and remove 
it from its current position in the list. 


e The Copy button to make a copy of the bookmark without removing it 
from its current position in the list. 


e The Paste button to insert a bookmark you have cut or copied from 
another location in the list. The bookmark will be inserted immediately 
above the bookmark currently highlighted. 


To arrange your bookmarks into folders: 


e To create a folder: click Add in the Edit bookmark list dialog, then 
select Folder in the Type line of the Add dialog and give the folder a 
name. 


e Use the Cut, Copy and Paste buttons to move bookmarks into folders. 
To insert a bookmark into a folder, make sure the folder icon is in the 
open state, then select the folder icon itself and press Paste. 


Note: If you highlight a closed folder and paste a bookmark onto it, the 
bookmark will be inserted directly below the folder in the bookmark list. If the 
folder you highlight is open, the bookmark will be pasted into the folder itself. 


Important: Note that when you select a folder and use the Cut command, 
you are also cutting all the bookmarks the folder contains. 


Using a search page 


A search page is a Web page where you can search for specific information, 
then follow links according to the results of your search. Web allows you to 
set up a search page that you can access with a single click of the Search 
button in the Toolbar. 


To set a search page: 
e Select General preferences on the Tools menu. In the Search page 


location line, enter the address of the search site you want, then press 
OK. 


To open your search page: 


e Press the Search button on the Toolbar or select Search on the Go to 
menu. 
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Using forms 


Many Web pages contain areas where you can input information and choose 
options. These pages are called forms. 


Forms can contain any of the following elements: 


e Text entry boxes: to use these, click once in the box, then start typing. 
The text you enter will appear in the box. 


e Password boxes: these are the same as text entry boxes, but for 
security reasons the letters you type are displayed only as asterisks. 


e List boxes: these contain a list of options. Click on the list button to 
display the options, then click on an option to select it. 


e Radio buttons and check boxes: these are the same as the controls 
you find in EPOC32 dialogs. Simply click on the appropriate box or 
button to select the option you want. 


e Reset buttons: many forms have a Reset button that returns all the 
form’s items to their standard state. To use a reset button, simply click 
on the button once to select it, then click on it again. 


e Submit buttons: most forms have a button called Submit or Proceed 
that transfers the information you have entered to the remote machine. 
When you have completed the form, click on the submit button once to 
select it, then click on it again. In many forms the submit button is also 
activated by pressing the Enter key while editing any part of the form. 


You can move between the elements of the form using the Tab key. 


Note: When using forms, you can use Cut, Copy and Paste on the Edit 
menu to bring text from elsewhere or make a copy of the information you are 
entering. 


Saving pages 
You can save Web pages to a local disk so you can view them when you’re 


not connected to the Internet. To save the current page, select Save as on 
the File menu. Give the file a location and press OK. 


Viewing saved pages 
To open a save page, select Open file on the File menu. Locate the page 
you want to open and press OK. Note that because graphics that appear on a 
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page are stored as separate files link to the page, they will not appear when 
you view the saved copy of the page. 


Saving images 

You can also save images independenily of the pages they are displayed on, 
and view them again later using the browser. To save an image: 

1. Select the image by clicking on it or pressing Tab until it is highlighted. 


2. Select Images|Save image as on the View menu. Give the image a 
name and location on a local disk and press OK. 


Viewing saved images 


Select Open file on the File menu, choose the image you want to view and 
press OK. Web can display images in JPEG, GIF or MBM formats, so you 
can transfer any pictures or digital photographs in these formats from your 
PC and view them on your Geofox-One. 


Creating and viewing your own HTML pages 


You can create local HTML pages, and then use Web to view them. Below 
are guidelines on the procedures for creating and viewing HTML pages, but 
detailed instructions on writing HTML are beyond the scope of this manual. 


To create HTML pages: 


1. Use a text editor such as Word or Program to create and edit your HTML 
document. 


2. Select all the HTML text you have entered and use More|Export as text 
file on the File menu in Word or More|Export as text on the File menu 
in Program. 


3. Give the file a name and location and save it. Make sure the filename 
has the .htm or .html extension. If you have used More|Export as text 
file on the File menu in Word to create the file, this will mean removing 
the .txt extension in the Export text file dialog. 


To view HTML pages you have created: 


e Use Open file on the File menu to open and view the pages as you 
would any other locally-held Web page. 
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Changing the display 

Web has a number of options for changing the way information is displayed: 
To show and hide the Toolbar: Use Show toolbar on the View menu. 

To show and hide the title bar: Use Show title bar on the View menu. 


To show, move or hide the location line: Use the options for Show 
location on the View menu. 


To show and hide the scrollbars: Use the Vertical scrollbar and 
Horizontal scrollbar lines in the View preferences dialog. If you set these 
to Auto, the scrollbars will appear automatically when the information being 
displayed requires them, but will otherwise remain hidden. 


Changing fonts 


Select View preferences on the Tools menu to change the fonts used in the 
browser window. 


e Use the Proportional font line to change the font used for normal text. 


e Use the Fixed font line to change the fixed spaced font. This is used for 
system text, such as any messages displayed by an FTP server. 


e Change the Base font size to alter the size of normal text. Web will 
adjust all heading sizes accordingly. 


Proxy servers & speed of transfers 


A proxy server is a remote machine which stores information and performs 
actions on behalf of other machines. This is usually done for performance 
and security reasons. A proxy Web server stores copies of a large number of 
Web pages from various sources, allowing you to use it as a single source of 
pages. Using a proxy server run by your network or Internet Service Provider 
will often reduce the download time. 


Using a proxy server 


If you use a proxy server for Web pages, Web will ask that server for pages, 
rather than connecting to the system where the page is actually stored. To 
use a proxy server: 


1. Select Proxy server settings on the Tools menu. 


2. Puta tick in the Use proxy box. 
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3. Inthe Host name line, enter the location of the proxy Web server. Then 
enter the port number you will use to connect to the remote machine. 
Press OK. 


Note: The port number does not refer to the Serial port on your machine, but 
is a type of channel that machines agree to use for communications on the 
Internet. Web servers often use 80 as the port number, so if you don’t know 
the port number, try using this. If this does not work, you may have to contact 
the proxy machine’s administrator. 


Memory usage & the Cache size 


Web can store copies of pages you’ve viewed during a session to enable you 
to return to them quickly, and even view them when you're not connected to 
the Web. You can vary the size of this cache of pages according to the 
amount of memory you have free. 


The standard maximum cache size is 64K. To change it, select General 
preferences on the Tools menu, and enter a new number in the Maximum 
cache size line. An average Web page would normally be around 5-15K in 
size, excluding graphics. Images considerably increase the size of any 
cached page. 
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Shortcut keys 
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Word 


Word is Geofox-One’s word processing program. It has many of the editing 
and formatting features found in a fully-featured word processor. 


Many types of text formatting, such as alignment and font settings, can be 
applied to individual paragraphs as a whole or defined as a paragraph style. 


STYLE i a 
BUTTON Around 4,000,000,000 hectares (about a third of the land area of the Earth) is forested. 
>The most forested part of the earth is Latin America, closely followed by the Soviet 
Union. 
Forested Areas fata 
3000 

GRAPH M 
INSERTED Le 
FROM a $2000 

n 
SHEET ere 

: 1000 

a 

& 500 

s 


oO 
N America Europe Russia Aftica LatinAmerica Asia Pacific Area 


Coniferous forests are largely found in the Northern hemisphere, with some 85% in 


Entering text 


The text you enter always appears at the current cursor location (there is 
a» marker in the margin to help find the cursor). All text after the current 
cursor position moves to make way for the new text. To delete characters, 
press the Del key to delete backwards or hold down the Shift key and press 
Del to delete forwards from the cursor. 


When text reaches the right-hand side of the screen, it automatically wraps 
onto the next line. To view the page as it will be printed, switch off word- 
wrapping by removing the tick from Wrap to screen on the View menu. 


Many commands can be applied to sections of text by highlighting them first. 
To highlight text, tap and hold with the mouse and drag the pointer across the 
text or hold down the Shift key and use the arrow keys. To select all text in 
the file, use Select all on the Edit menu. 


¢ To remove text: highlight the text and press Del on the keyboard or 
select Cut from the Edit menu. If a section of text is accidentally deleted, it 
can be replaced by selecting Undo delete from the Edit menu. 
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¢ To copy text without deleting the original: highlight it and select Copy 
from the Edit menu. To insert copied text, place the cursor where the 
text should appear and select Paste from the Edit menu. 


¢ To move a section of text: highlight it and select Cut from the Edit 
menu. Place the cursor where the text should appear, then select Paste. 


e Text can be made to appear larger or smaller on the screen by selecting 
Zoom in or Zoom out from the View menu. Set zoom can be used to 
set a custom zoom level. Note that zooming does not affect printing. 


Finding & replacing text 
You can search through the entire file for a particular word or phrase and, if 


you wish, replace it with a different one. The Find commands are on the Edit 
menu. 


e To find text: select Find and type in the text to find. You can search 
down from the current position to the end of the file or up to the 
beginning of the file. You can match the whole word and make the 
search case sensitive. 


e To find and then replace text: select Replace. Type the text to find and 
the replacement text. You can replace a single occurrence or all 
occurrences from this point onwards. 


Changing the appearance of text 


You can highlight text and then format it or select a format to use and then 
start typing.: 


e Press the LB] button for bold text, LZ] for italic or LE] for underlined text 
(or use the commands on the Text menu). 


e Press the button again or remove the tick from the menu item to turn the 
effect off. 


e —_Use the font button on the Top toolbar ([Tiies New Rom.) to choose from a list 
of available fonts. Note that the text on the button will reflect the current 
font. Use 1# <I to change the size of text. The size is given in points 
( /72 inch). 


You can apply any of these effects, and also set the text position (for 
superscript and subscript text), use strikethrough (crossed out) text, and 
change the text color by using Font on the Text menu. 
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Formatting paragraphs 


Many formatting and spacing options can be applied to whole paragraphs. A 
paragraph may be a single word or title, a standard paragraph of text or 
several lines grouped together, such as an address. 


Each time you press the Enter key you start a new paragraph. 


To start a new line without starting a new paragraph (useful for an address), 
hold down Shift and press the Enter key to insert a forced line break. 


e To format an entire paragraph (for example, to change the horizontal 
alignment), place the cursor within the text of the paragraph using the 
mouse or arrow keys, then click the appropriate button or select the 
appropriate command from the Paragraph menu. To format a number of 
paragraphs, make sure that the highlight covers at least part of each 
paragraph. You don’t need to highlight all the text in each paragraph. 


Aligning paragraphs 

Alignment changes the horizontal position of paragraphs on the page. You 
may wish to align the text left or right with the appropriate margin, center a 
title or justify text to align both edges with the margins. 


e To change the alignment: select the paragraph(s) to align, then click 
B sor select Alignment from the Paragraph menu, and choose the 
alignment you want. 


Note: Margins are set as part of the file’s page setup. See How the page 
looks later for more information. 


Indents & tabs 


Indents set the position of a paragraph between the margins, while tabs allow 
you to line up text on the page. 


You can set left, right and first line indents for selected paragraphs by 
selecting Indents from the Paragraph menu and entering a measurement 
(measured from the existing margins) in the boxes. The left indent applies to 
all lines except the first line, so you can create a hanging indent by applying 
diffrent left and first line settings. 


You can change the standard tab setting, and set up custom tab stops for 
individual paragraphs by selecting Tab positions from the Paragraph menu. 
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Bullets & symbols 


To emphasize paragraphs that are items on a list, you can precede each 
paragraph with a bullet. 


e To adda bullet to a paragraph, click [f=] or select Insert from the 
Paragraph-Bullets cascade. Use Format to change the size or color of 
the bullet character or the symbol to use. 


Special characters 


You can insert foreign and other special characters in your file by selecting 
Special character from the Insert menu. 


You can also insert non-printing characters that control word wrapping on 
screen and in the printed document: 


e For anon-breaking space, press Shift and the Spacebar. This will 
prevent a line breaking at the space. 


e For anon-breaking (hard) hyphen, press Ctrl with the - key. This will 
prevent a line breaking at the hyphen. 


You can use View preferences on the Tools menu to select which non- 
printing characters are displayed on screen. 


Line spacing 

When you select a particular font size, Word automatically uses an 
appropriate line spacing to make sure that there will always be a gap 
between successive lines of text. You might sometimes wish to override 
these settings, for example in a paragraph with different sizes of text. 


To set line spacing: select Line spacing from the Paragraph menu and 
enter a point size. Set the spacing to Af /east to ensure that lines of text move 
further apart to accommodate any larger text appearing on the same line or 
Exactly to ensure that lines of text are always the same distance apart, even 
if larger text later appears on the same line. 


e To insert extra blank space between paragraphs, enter point sizes for 
the Space above and Space below. 


Note: The other lines in this paragraph affect where page breaks occur when 
the file is printed. See How the page looks later. 


Paragraph borders 


You can draw a border around a paragraph, and change the background 
color of the text. 
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e To draw a border: select the paragraph(s) then click and select 
from the range of options. Or, use Borders on the Paragraph menu to 
apply the borders and set the style and color for each side of the border 
(left, right, top or bottom) and how far you want the border to be from the 
text. You can also set a background color. 


e Remember to set different background and text colors, otherwise the text 
will be invisible. 


Using styles 


A style is a collection of formatting options that can be applied to a whole 
paragraph using a single command or keypress. Word has four built-in styles; 
Normal, Heading 1, Heading 2 and Heading 3. 


[Timesnowsomsfiom JBI FEI des [iS] sve | 


Paragraph styles 


A style is a pre-defined set of formating options (font, indents, tabs, spacing, borders, 
colors, bullets and alignments) that can be applied to entire paragraphs. When you 
change any aspect of a style, all of the paragraphs with that style will automatically be 
changed. 


Ready made styles 


Word has some ready mage styles such as Heading 1 and Normal which can be 
applied with the Style button on the top toolbar or Style gallery onthe Paragraph 
>menu. You can change the appearance of these styles if you like. 


User defined styles 


You can add as many of your own styles as you like. They are used in exactly the same 
wraw_ as the ready made styles and alloys: won ta have a enustam lank for lists titles notes 


e To apply a built-in style: select the paragraph(s), then click the 
button on the Top toolbar and select the style you want, such 
as Heading 1. The text on this button changes to the style of the current 
paragraph. 


Note: You can see more details of the styles by selecting Style gallery from 
the Paragraph menu. 


Defining styles 


In addition to the built-in styles, you can create your own - either from scratch 
or by modifying an existing one. Styles are saved with the file, so each 
document can have different style settings. 


@ 69 


ecnecny 


Word 


1. Select Style gallery from the Paragraph menu and press New to create 
your own style or Modify to change an existing style. 


2. Press the Format button, then modify text and paragraph options as you 
wish. 


If you are creating a new style, you can then name it and assign a shortcut 
key. The new style will now appear in the list of paragraph styles for the 
current file. 


To delete a style you have created, select Style gallery from the Paragraph 
menu, choose the style name from the list, and press Delete. 


e Word’s built-in styles cannot be deleted or renamed, but you can modify 
their settings for the current file. The built-in styles in other files will not 
be affected. 


Information from other programs 


You can add pictures, graphs, spreadsheets and sounds to your Word files 
by inserting information created by other Geofox-One programs. When a 
piece of information is inserted, it is known as an object. 


Inserting an object 


e To insert a sketch: click the Insert Sketch button in the Toolbar or 
select Sketch from the Insert menu. A copy of the Sketch program will 
open where a picture can be created. 


e To insert a table or graph: click the Insert Graph button in the Toolbar 
or select Graph from the Insert menu. A copy of the Sheet program will 
open. Word displays the inserted Sheet object as a graph or 
spreadsheet, depending on the view displayed when the copy of Sheet is 
closed. 


e To insert a sound or other object: select Other object from the Insert 
menu, and select from the programs which support this feature, for 
example Record for a sound recording. 


Close the program using the Done button at the top of the screen to return to 
Word. 


When you have inserted a sketch, table or graph you can select it by clicking 
on it. Use the mouse to drag one of the handles to resize the object or click 
again to edit it. You can also format an object in order to resize it or crop the 
edges to control the amount of the object displayed by selecting it and using 
the Object cascade on the Edit menu. 
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Note: In a Word file, you can set a preference to display objects as icons or 
in full; if you do this before you insert objects in the file, you don’t have to 
format them to get the effect you want. To do this, select Object preferences 
on the Tools menu, and tick the boxes for the objects to display as icons. 


Some objects, such as sounds from Record, are always displayed as icons 
and cannot be formatted. Clicking the icon (or selecting it and pressing Enter) 
opens a copy of Record so that the sound can be played. 


Important: Inserting objects into a file causes a considerable increase in file 
size. 


Spell checking 


To check the spelling of a Word file, select Spell check from the Tools menu 
(to check the spelling of a single word or phrase, highlight it first). Spell will 
display any words that are not found in its dictionary or included in your 
personal dictionary. You can then: 


¢ — correct the unrecognized word. Type in the correct spelling or choose 
from the list of suggested alternatives. 


* ignore the word and leave it unchanged or ignore all instances of the 
word in the file. 


¢ add the word to your personal dictionary. 


Saving Word files 


When you edit a Word file, you are actually working on a copy of the file 
stored in memory. When you close Word, this file is automatically saved to 
disk. If you do not specify a filename it will be called Word, and subsequent 
files will be saved as Word(01), Word(02), and so on. To save a file using a 
different name or in a different folder, select Save as from the File menu. 


To create a new Word file, use Create new file from the File menu and enter 
a filename and folder. The current file is closed and automatically saved. 


All changes since the last save can be undone using Revert to saved in the 
File menu. This will re-open the most recently saved version of the file. 


Note: If a password is applied to an open file, the file is immediately saved in 
a password-protected form. You will not be able to revert to an earlier 
version. 
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How the page looks 


When you create a new file, Word uses standard page settings to control how 
the text will appear when printed. To change the page setup for the current 
document, select Page setup from the Printing cascade on the File menu. 
Adjust the paper size, orientation and margins as appropriate. 


Page breaks 


Word automatically fits text to the paper size and continues on to another 
page where necessary. If you want to have more control over where new 
pages start, you can insert your own page breaks and set page breaking 
options for individual paragraphs. 


e To start a new page, place the cursor at the desired point and select 
Page break from the Insert menu or hold down Ctrl and press Enter. 


To define how Word prints a specific paragraph, place the cursor in the 
relevant paragraph (or highlight several paragraphs) then select Line 
spacing from the Paragraph menu and choose from the following: 


e Keep together to prevent a page break within the paragraph. 


e Keep with next to ensure that a paragraph always appears on the same 
page as the paragraph that follows it. 


e Start new page to ensure that a paragraph will always appear at the top 
of a new page. 


e Allow as widow/orphan to let a single line at the beginning or end of the 
paragraph appear on a separate page from the remainder. 


You can display where page breaks will occur in a file by selecting Paginate 
from the Tools menu. The position of each page break is then shown with a 
dotted line. Note that these dotted lines are not automatically updated if the 
document is edited further - select Paginate again to repaginate and update 
the position of the dotted lines. 


Headers, footers & page numbers 


Headers and footers are pieces of text (for example, page numbers or a 
chapter title) which appear at the top and bottom of each page of a printed 
file. To add a header or footer, select Page setup from the Printing cascade 
on the File menu, and select the Header or Footer page in the dialog. Enter 
your text in the box and format it as desired. 
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To insert page numbers, the current time or date, the file name or an object, 
press the Insert button and select from the options available. Word 
automatically updates page numbering as you edit the file. 


Printing 
If you have a printer set up for use with your Geofox-One, you can print your 


Word files. You can preview how the printed file will appear on paper and 
review all the page setup options beforehand. 


e To preview the printed document, select Print preview from the Printing 
cascade on the File menu. Word paginates the file and displays the first 
page(s) on screen. The Setup options can be used to control the 
number of pages displayed in the preview and whether or not visible 
margin lines are shown. 


e To print the file, select Print from the Printing cascade on the File 
menu. You can choose to print the entire file or only a selection of pages, 
and also the number of copies. 
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Shortcut keys 
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Sheet is Geofox-One’s spreadsheet program. It has all of the features and 
functions you would expect from a fully featured spreadsheet. You can use it 
to create worksheets on your Geofox-One, and use EPOC Connect to 
transfer worksheets to and from your PC. 


£18.23, £5,469.00 
1000 == £7.00 £5.60 — £5,600.00 
Sentinel 3000 = «£11.00 £14.12 £42,360.00 
Peacock 1250 £1.00 £1.23 £1,537.50 
Hedgehog 700 «£23.00 £20.50 £14,350.00 
Pole Star 15000 £0.89  £13,350.00 
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£82,666.50 


Sheet has two views: 


Sheet view, where information is displayed in cells on a worksheet. Cells are 
referred to by their position in the grid of columns and rows, for example D3. 
Information is presented in table form in Sheet, and calculations can be 
performed based on sets of numbers stored in the worksheet. 


Graph view, where graphs can be created based on numbers and formulae 
stored in the worksheet. 


Moving around 


A dark border around a cell indicates the current cell. Information entered in 
the input line applies to this cell. 


e Click on any cell to select it or use the arrow keys to move around. Use 
the scrollbars or the arrow keys to move to other areas of the worksheet. 
Hold down the Ctrl key and use the arrow keys to move by a whole 
screen at a time. 


@ 75 


ecnecny 


Sheet 


e Use the Find commands on the Edit menu to move to other cells. Use 
Find and Find again to move to cells if you know their contents or Go to 
to jump to a specific cell. 


Note: The number of cells displayed can be altered by using the Zoom key or 
by using Set zoom on the View menu. 


Highlight more than one cell to perform actions that apply to an area: 


¢ To highlight more than one cell: drag from the first cell in the block to 
cover the desired cells or hold down Shift and use the arrow keys. 


¢ To highlight a whole column or a whole row: click the shaded column 
or row heading. 


e¢ To highlight the entire worksheet: click the square in the top left 
corner of the worksheet headings. 


Entering information 


Univers 


B6 
USE = TO } 
Bias Cost in $ Gil oan 
Table 879.52 (igh Find 
Chairs 453.65 Dri a 
Carpet 950.55 


Total 2283.72 


To enter information in a cell, select it and start typing. The information being 
entered appears on the input line. The first character entered tells Sheet what 
kind of information the cell will contain: 


e To enter numbers: begin with a number or with one of these characters: 
.(period) — (minus) + (plus) and ( (left parenthesis). 


e To enter text: enter it as normal. If the text starts with a number, type a' 
first, e.g. '24 Longton Road. If the text itself should contain a ' at the 
beginning, type two of them, e.g. ''97 sales figures. 


76 @ 


ecncny 


Sheet 


e To enter a formula for a calculation: begin with =. For example, to 
make a cell display the sum of the contents of cells B1 and B2, type in 
=B1+B2. 


e To edit a cell: highlight the cell and press the Enter key. You can then 
edit the contents on the input line. 


e To enter a date: type the day, month and year on the input line, 
Separate them with a space or the date separator character as set in the 
System screen. 1 Oct 69, 1 10 69 and 10 1 69 are all valid dates if this 
date format is used. 


e To enter a time: type the hour, minutes and seconds, separating them 
with a colon (or the time separator character as set in the System 
screen). 


You can also change the width of columns and the height of rows to suit the 
information contained in them: 


e Drag the right-hand edge of the column heading to adjust its width, and 
the lower edge of the row heading to adjust its height. 


e Use the commands on the Format menu to set the height of a row in 
points (‘/72 inch) and the width of a column in characters. 


Note: If you enter more text into the current cell than can be displayed in it, 

the information will run over into the next column if that column is empty, so 
the column width may need to be adjusted accordingly. If a number which is 
too long for the cell is entered, Sheet displays a series of # signs in the cell, 
though the actual number is still stored. 


Sometimes a sheet has row and column titles at the top and left edges. To 
make identifying cells easier, you can freeze the cells (panes) at the edge of 
the sheet: 


e To freeze panes on the worksheet: position the pointer in the cell 
below the row to freeze, and to the right of the column to freeze (this will 
often be B2). Click the button or select Freeze panes from the View 
menu. The frozen panes will stay on screen when scrolling through the 
rest of the worksheet. 


e¢ To protect the worksheet from changes: select Protection from the 
Tools menu. 


e¢ To allow changes to some cells only: highlight the area for which to 
allow changes, select Protection on the Tools menu and remove the 
tick to unlock the highlighted cells. If the worksheet is then protected, 
changes are only allowed to the cells that are not locked. 
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Performing calculations 
There are two ways to perform calculations: 


e Type the calculation into a single cell. When you press Enter or move the 
highlight to another cell, the result is displayed on the worksheet. 


e Use a formula for a calculation. Enter the different parts of the calculation 
in separate cells and note their references, for example income in B2 
and tax in C2. Enter the formula in a new cell, beginning with =. Use the 
cell references in the calculation rather than the numbers you entered in 
those cells. For example, =C3-(B2*C2). The value displayed in this cell is 
calculated for whatever values are used in the component cells. If you 
change the numbers, the results of any formulae containing those cells 
will be updated. 


Note: To find the sum of a row or column of cells, position the pointer in the 
cell at the end of the row or column and click the LZ] button. Sheet will insert 
the formula for the sum of the preceding group of cells and calculate the 
result. 


You can use two types of cell reference: 


e Relative references, such as A2. These get updated when copied and 
moved elsewhere. For example, a reference to cell A2 in a formula in cell 
B3 will change to B2 if the formula is copied to cell C3. 


e Absolute references. These contain a $ sign in front of the parts of the 
reference that will not change even if the formula is moved elsewhere. 
So, $A$2 in cell B3 remains $A$2 when copied to cell C3. 


You can combine the two types of reference: A$5 in A6 will become B$5 
when copied to B8. 


A formula containing a reference to its own cell, either directly or indirectly, is 
called a circular reference. Any circular references in the worksheet can be 
found using the Find commands on the Edit menu. You should avoid them 
as they can produce unpredictable results. 


Recalculation 


Sheet automatically recalculates the worksheet every time part of a 
calculation is changed. This feature can be turned off if a large number of 
changes in the worksheet are being made. To do this: 


e Select Preferences from the Tools menu, and set Auto recalculation 
to off. When Auto recalculation is off, a ‘+?-’ symbol will be displayed at 
the right end of the input line whenever a manual recalculation is 
required to update results. 
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To force Sheet to recalculate the worksheet, select Recalculate now from 
the Tools menu. 


Functions 


Sheet has a large number of functions, such as mathematical, financial and 
trigonometric functions, that can be incorporated in calculations. See the 
built-in Help for a full list and details of how to use them. 


e To use a function in a calculation: enter it as usual. Alternatively, 
press or select Function from the Insert menu and choose the 
required function. 


Using ranges 

A range is a rectangular block of cells. The reference for a range is the cell 
references of the top left and bottom right corners of the block, separated by 
a colon, for example B2:C6. You can use ranges to define areas of the 
worksheet for applying formatting or creating graphs or you can include range 
references in formulas, such as =SUM(B2:C6). 


e To select a range: highlight all the cells to include in the range. 


e To use a range in a formula: highlight the range to be inserted while 
entering the formula. For example, type “=SUM(“ then drag the highlight 
to cover the appropriate range, type a “)” and press Enter. 


Naming ranges 


¢ To name a range: highlight the range and select Add name from the 
Names cascade on the Insert menu. This name can be used in sums 
and formulas, e.g. “=AVERAGE(Bills)”. You can edit the range name 
using Edit name. 


Changing how information is displayed 


You can format the information in the worksheet in a number of ways to 
differentiate the parts of tables and calculations. Formatting is applied to the 
currently selected cells. 


e To change the alignment of information: press = Ato set the 
horizontal alignment or use Alignment on the Format menu to set both 
the horizontal and the vertical alignment. 
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e To change the font: use the buttons in the Top toolbar to change the 
font or font size. Alternatively, use Font on the Format menu to select 
the font, font size and other attributes. 


e To add bold, italic or underline: use the buttons or use Font 
as described above. 


e To add a border: press or select Border from the Format menu 
and select a border style for the each side of cell. 


e To add shading: press or select Shading on the Format menu, 
and select the shading to apply. 
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Changing the number format 


Select Number from the Format menu to change the number format. You 
can set the formats for the currently highlighted range or all cells in the 
worksheet. The number formats include general, triad (i.e. 3 000 000) and 
scientific, as well as special formats for displaying text, currency, dates and 
times, percentages, and hiding the contents of cells. 


Note: Some settings for the way numbers are displayed such as the 
thousands separator are set in the System screen. 


Graphs 


You can create, format and print graphs based on information on the 
worksheet. There are many types of graphs, including line, bar and column 
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graphs, scatter charts and pie charts. You can change most aspects of the 
graph’s appearance by clicking on the area to change. 


SiO2. A203 —«*#FeOd 
Main minerals 


Creating a graph 

1. Highlight a column or row of numbers in Sheet view. This will be the first 
range that the graph depicts. You can add other ranges later on to build 
up the graph. 


2. Press the Graph button on the Toolbar to move to the graph view. The 
graph is displayed on the screen. 


Use the Sheet and Graph buttons on the Toolbar to switch between the two 
views. 


Replacing the graph range 

When a graph is created, it uses the range first specified and will reflect 
changes to the data within that range. To replace the current graph range (or 
ranges) with a new one: 


1. In Sheet view, highlight the new range to use. 


2. Switch to Graph view, then press the Set ranges button. The new 
range(s) will replace the old one(s) as the subject of the graph. 
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Adding a range to a graph 


You can add further ranges to graphs to display additional information such 
as last year’s sales figures as well as the current ones. 


e To adda range to a graph: select the range to add in Sheet view, 
switch to Graph view and then select Add selected range from the 
Ranges menu. 


Graph type & appearance 


When you create a graph, it will be a column graph. Change the type using 
the button or Graph settings. The available types include line, bar and 
column graphs, scatter graphs and pie charts. 


e To switch the graph between 2D and 3D: use the 3D button on the 
Top toolbar or Graph settings. 


e To change the paitern used for a range: select Change range from 
the Ranges menu, then choose the range and the fill colors and styles 
for each range. 


e To change the background, text and line colors of a graph: use the 
Colors and Styles pages in the Graph settings and Change range 
dialogs. 


Adding titles, labels and grid lines 


e To add a title to a graph: select Graph settings from the Graphs 
menu and insert the title. You can change the style and font of the title 
using Title font on the Graphs menu. 


e To add axis titles: use Format X-axis and Format Y-axis. These 
commands can also be used to add grid lines, tick marks and axis labels, 
alter the axis position and scale or hide them completely. 


e To add labels to each range: use Change range to specify the type of 
label required and the cells in which to store the labels. 


e To adda legend to a graph: press the Legends button and select the 
desired position for the legend or use Graph settings. 


Working with more than one graph 


You can create more than one graph in a worksheet and easily switch 
between them. 
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¢ To create a new graph: highlight the first range for the new graph, then 
switch to Graph view. Select New graph from the Graphs menu, and 
specify the settings for the new graph. 


e To switch between the graphs: press the Graph button on the top 
toolbar or use Switch graph on the Graphs menu. 


Printing from Sheet 


Use the Printing cascade on the File menu to control printing from Sheet. 
You can print the entire file, a specific area, a range of pages or a graph. Set 
up the page layout and printer first using Page setup and Print setup. You 
can see a preview with Print preview or the Print button in the Toolbar. 


Shortcut keys for Table View 
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Data 


Use Data to store names, addresses and other information, like a card index. 
The Data file will contain a separate entry for each card and has a number of 
labels (such as Name or Email address) which describe the information 
stored in each entry. 


When you first use Data, the labels are designed so that you can enter 
names and addresses straight away. You can keep separate files for any 
kind of information including business contacts, CD lists, books, prices and 
so on. 


Name: bHeadley, Mark & Joy Hall, Martin 
Home: 01772 35810 ; ; 
Work: 01204 28888 aah eee 
Fax: 01204 28889 Harrison, Richard 
Address: 24 Greystock Close, Bamber Bridge Hauf, Stefan 
Preston PR5 6YS Hawes, Steve 
Email: mark@swan-eng.Itd.uk @ Headley, Mark & 


Henton Pusey, Ar 
Herbert, Ted & Di 
Holmes, Carol Ar 
HP Taxis 
Hussey, Dave 
Jackson, Andy 
Jackson, Catherit 


56/129 


Note: You must change the labels to suit the information you are going to 
enter before adding any entries. See Changing the labels later. 


Adding an entry 


You enter information such as names and addresses into fields which appear 
as boxes in the New entry dialog. You can add Entries in any order and then 
sort them into alphabetical order later (see Sorting entries). To add an entry: 


1. Click the New entry button or select New entry from the Edit menu. 


Note: If you want to sort names by surname, you can enter the last name 
first, for example Smith, John. You can also edit the labels and add a new 
label for Surname. See Changing the labels later for more about this. 
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2. Type the information in the appropriate fields. If you don’t have any 
information for one of the fields, just leave the box blank. Blank fields are 
not shown in Card view. 


e Click on a label or use the Tab key to move between the fields. Use the 
scrollbar to move to boxes that are not currently displayed. 


3. While you are typing, use the arrow keys to move the cursor around the 
text. Press Enter to start a new line of text. 


e Use the Object button to insert information (an object) from another 
program such as Sketch. Select the program to use, then use the other 
program to create the object. Close the other program to return to Data. 
See Information from other programs for more information. 


4. Use the Save button when the entry is complete. This saves the 
information, and clears the dialog ready for another entry. 


5. Click the Close button when you have finished adding entries. 


Looking at entries 


Data has two views you can use to look at entries. Card view shows the 
information for each entry as a single page. A list of entries is shown in the 
Card browser next to the page and the currently displayed entry is marked 
with a bullet. List view shows entries in a list, one entry per line like a 
telephone directory. 


Hall, Martin 408 379 9260 408 879 8180 
Hall, Nigel & Catie 01223 591021 
Harrison, Richard 01425 925960 0121 238 1852 
Hauf, Stefan +49 40 2376 8251 +49 4 
Hawes, Steve 01793 430445 
@Headley, Mark & 01772 35810 01204 28888 
Henton Pusey, 01792 201123 


Herbert, Ted & 

Holmes, Carol 0151 238 1938 
HP Taxis 01954 782276 
Hussey, Dave 0127 969 4490 01628 525475 
Jackson, Catherine 0171 248 1370 

Johnson, Don & 01374 865226 


- sveL_ CL 
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e Click the Cards button or the List button to move to a view or select 
Card and List from the Switch view cascade on the View menu. 


e In Card view, click on an entry from the Card browser to display the 
entry. Use the Next and Prev buttons or left and right arrow keys to 
move between entries. 


e In List view, drag the vertical scroll bar or use the up and down arrow 
keys to move through the list. Use the horizontal scroll bars or the left 
and right arrow keys on the keyboard, to see any other columns not 
currently shown. 


Sorting entries 


Entries are listed in the order they are added. To sort them into alphabetical 
order, select Sort by label from the Tools menu. You can sort by any label 
or more than one label if required. For example, a database of a CD 
collection could be sorted using both Artist and Title labels. 


Note: See Changing the labels for more about setting up a database with 
different labels. 


Customizing data 
To change the order of the labels in Card view and the columns in List view 
or to change the way the labels are displayed: 


1. Select Label preferences or Column preferences from the Tools 
menu. 


2. Click the label or column, or press the Spacebar to select the label(s) or 
column(s), then use: 


e the Move up or Move down buttons to move them to a new position 
with respect to the other labels or columns. 


e the Hide/Show button to hide the label or column so that its information 
will not appear in either view. This is useful if the information is 
confidential and should not be displayed on screen. When a label or 
column is hidden, the information in it can still be viewed and edited 
when adding or editing an entry. 


e the Font button to change the font size or type, or to apply other 
formatting to the text. 


You can also use View preferences to control how each view looks. 
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Finding an entry 


You can search for entries by typing the characters you want to find (the 
search clue) into the Find: box in either view and pressing Enter. All the 
entries containing the text will be displayed. 


Note: All the fields in each entry are searched by default, so matching text 
contained in hidden fields will also be found. 


You can speed up finding entries by limiting the fields that are searched: 


e Select Find by label from the Tools menu and click the label names (or 
use the Spacebar) to tick the field(s) to include in the search. 


Changing or deleting entries 


You may need to change or update an entry, for example, if someone's 
telephone number changes. To do this: 


1. Select the entry by displaying it in Card view or by highlighting it in List 
view. 


2. Click the Edit entry button or select Edit entry from the Edit menu. 


3. Change the fields as required and press the Save button to save any 
changes. 


To delete an entry: 
1. Select the entry as described above. 
2. Select Delete entry from the Edit menu. 


Note: If you accidentally delete an entry it can be recovered by selecting 
Undo delete from the Edit menu. 


Changing the labels 


You can use Data to store any type of information. Simply decide on the 
information for each entry, create a new file and then change the labels for 
that file. 


Important: You should set up the labels you want before adding any entries. 
To change the labels: 
1. Select Change labels from the Tools menu. 


2. Select a label and use the Delete button to remove it or the Edit button 
to change the existing label text. 
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Note: When a label is deleted, the information associated with it is removed 
from all the entries in the file. 


Adding labels 


Use Change labels and the Add button to edit existing labels and add new 
fields. You can specify the type of information a field will contain, such as 
text, numbers, dates and Yes/No only. The type is checked when an entry is 
added or edited so that, for example, you cannot enter an invalid date. 


Note: When adding a new label of text data type, you must also specify the 
maximum number of characters that can be entered for that field. 


The Options button controls how the label information is handled, for 
instance how many characters are used when sorting the entries. 


Important: You cannot change the data type for a label or the maximum 
number of characters in a text field after the label has been set. It is best to 
plan the database and set the label types before adding any entries. 


Information from other programs 


In Data entries, Word objects are always displayed as icons, while Sheet and 
Sketch entries can be displayed as icons or in full. 


To insert an object in a Data entry: 
1. Create the entry as normal. 


2. While the New entry dialog is open, place the cursor at the position 
where the object is to be inserted. 


3. Press the Object button, select Insert object, then choose the program 
to use to create the object. 


4. Close the program when you have finished and the object will be 
inserted in the entry. 


Note: At this stage you can select the object and use Object|Format object 
to switch between showing the object as an icon or showing it in full. 


To change the way a Sheet or Sketch object is displayed: 
1. Edit the entry that the object appears in. 


2. Select the object in the edit entry dialog and use Object|Format object 
to switch between showing the object as an icon or showing it in full. 
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Printing Data entries 


You can print a single entry, all the entries or only entries containing a search 
clue. 


e Before printing, refer to the instructions in the Printing chapter to select a 
printer. 


To print Data entries: 


1. Display the entries to print by typing a search clue that is contained in all 
the entries to print. If you want to print all the entries, press Esc to make 
sure that all the entries are displayed. 


2. Set print options using the Printing cascade on the File menu: 


e Page setup controls page size and margins, and adds headers and 
footers. See the Printing chapter for more details. 


e Print setup specifies how the entries will appear in the printed copy. 


e Print preview displays miniature pages showing how the information will 
look when printed. 


Hall, Martin 408 379 9260 408 879 8180 


Ctri+G 


Ctri+S 


5 lem) 


e Print prints the selected entries. 
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Shortcut keys 


Key with Ctrl With Shift+Ctrl 
A | A entry 
B fp 

Cc Card view 
D 

E Edit entry 
F Pr 

G Pp 

H fp 

| | Merge in 

J fp 

K 

L | List view 

M Zoom out 
N 

O 

P 

Q 

R fp 

S | si Saver as 

T 

U | Pager setup 
V Print preview 
wef 

X 

Y ee 

Z Undo delete 
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Agenda 


Agenda is a time manager for recording appointments, events, birthdays, 
anniversaries and lists of things to do. When you first open it you'll see 
entries for today’s date. You can start adding appointments and other entries 
straight away by moving to the appropriate day and typing them in. 


@ Recruitment plan Exam) Agenda 
September 1997 @ Press launch TO-DO 
© @eirthday present ie ENTRIES 
UNTIMED 2:00 Program review (% 3m) 
ENTRY = Car service & Jane's birthday (32 years) > 
3:00 Sales meeting (> 10am) 8:00 Dinner (% 10pm) &. i = 
Mon 6:30 Squash with Terry (* 7:30m) fF today ALARM 
e SYMBOL 
10:00 Visit MLC factory (* 3m) Fo Holiday 
TIMED 1:00 Taxi to airport (* 2om) & * 
ENTRY 4:00 Flight to Japan ( 3am) 
ENTRY 
CROSSING 
300 Present MLC proposal (> 6pm) « Flight to Japan MIDNIGHT 
i FO Holiday 
Wed 700 BiDrinks (> sem) 
10 
EVENT 


Moving around 
e Use the arrow keys to move around the days. 


e Press the Today button on the Toolbar or the Spacebar to go to today. 
Press the Spacebar again to move back to the day you were on. 


e Click the dog ears in the bottom corners of the pages to move between 
pages. 


e Click on the title of the view or press Ctrl+J to see a calendar (in some 
views, press Tab). Move the highlight to the date you want and press 
Enter. 


Note: Agenda has a number of other views including a Week view and a 
Year view. You can set preferences to change the view you see when you 
first open Agenda and customize other aspects of the way Agenda works. 
See Customizing Agenda later. 


Adding appointments & events 
Agenda has three types of entries for appointments and events: 


e Timed day entries for appointments that have a set duration such as a 
meeting or dental appointment. The duration can be displayed so you 
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can see when you are busy. A timed entry can have any duration up to 
31 days. 


e Untimed day entries for an appointment without a duration. 


e Events for entries such as holidays that last a specified number of days 
but do not necessarily have a start time. 


Timed & untimed entries 
To enter a timed or untimed day entry: 


1. Move the cursor to the date of the appointment and start entering the 
information. As soon as you start typing, the New entry dialog is shown, 
where you can set the start time and duration of the appointment. If the 
appointment does not need a start time, remove the tick from the Timed 
entry box. 


e A timed entry appears with a start time and optionally a duration. 


e Anuntimed entry appears with a bullet and is displayed in the time slot 
where you type it in. 


2. You can set the duration or end time of a timed entry in the New entry 
dialog, or press the More button and move to the Details page to enter a 
duration longer than 23 hours. Entries which cross midnight are marked 
with « on subsequent days. 


Note: Each view has a standard entry type that is created when you start to 
type. To add a different type of entry, select Create new entry from the 
Entry menu, and then choose the type of entry you want. Look at 
Customizing Agenda to see how you can change the standard entry type for 
each view. 


Events 


e To enter an event: select Event from the Entry-Create new entry 
cascade. Type in the details of the event, such as “Conference in 
Boston”, and set the start date and duration in days. Event entries are 
marked with a flag symbol. 


Pencilling in a tentative entry 


¢ To pencil in an Agenda: press the More button in the New entry 
dialog, move to the Other page and tick the Entry is tentative box. The 
entry will be displayed as gray text in the Agenda views. 
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e Toconfirm a tentative entry: highlight the entry, then select Make 
tentative from the Entry menu to remove the tick from the menu item. 


Viewing entries 

Agenda has five views for looking at entries in different ways: 

e Day view - shows all the entries for one day, hour by hour. 

e Week view - shows entries for the whole week. 

e Anniversary view - shows birthdays, anniversaries and the like. 
e To-do view - shows lists of things to do. 


e Year planner - shows an overview of entries for the year and displays 
entry symbols. 


Switch between the views by clicking on the View button or by selecting the 
view from the View menu. You can set preferences to change the way the 
views look. See Customizing Agenda later. 


Entry symbols 


Entries can be grouped together using entry symbols. An entry symbol is a 
letter you can use to identify particular entries, for example, M for meetings. 
The entry symbol can also be used to show entries in the Year planner. 


Birthdays and anniversaries 


1. Move to the Anniversary view and just start typing or select Anniversary 
from the Create new entry cascade on the Entry menu in any view. 


2. Enter the details of the anniversary and set the day and month of the 
anniversary. 


3. Press the More button to specify other details about the anniversary, for 
example the start year and whether or not to display the start year (for 
example, a person’s year of birth) and/or the number of years since the 
start year (for example, their age). 


Anniversaries are marked with a candle symbol. 


Reminders for entries - alarms 
To set an alarm for an Agenda entry: 


1. Move the cursor to the entry. 
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2. Set the alarm using Set alarm from the Entry menu. You can also set an 
alarm while adding an entry by pressing More in the New entry dialog 
and then moving to the Alarm page. 


3. Set the amount of warning you want or the time at which the alarm 
should sound and the alarm sound you want. 


Initially you will see the list of standard alarm sounds, but you can add your 
own sounds for alarms using Record. See Record for more details. Entries 
with alarms are marked with a bell symbol. 


Note: When an Agenda alarm sounds, the text in the relevant Agenda entry 
is displayed on screen. This is the case even if the machine is turned off and 
protected by a system password, so it is advisable not to enter sensitive or 
confidential text in an alarmed entry. 


e To remove an alarm, select Set alarm from the Entry menu and remove 
the tick from the alarm box. 


Finding entries and dates 


You can search through the Agenda entries for a particular piece of text, for 
entries with particular settings or a particular entry symbol. 


Recruitment plan 
September 1997 @ Press launch 
Find results 


Monday 1 September 1997 

im MLC briefing 

Thursday 4 September 1997 
300 Review MLC proposal 

Tuesday 9 September 1997 

10:00 Visit MLC factory 

Wednesday 10 September 1997 
300 Present MLC proposal 


Entries found 4 
Status Finished 


1. Select Find from the Edit menu. 


2. Type the text you want to find (leave the line blank to list all of the 
entries). Select the dates you want to search using the range lines. 
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Select any other settings as appropriate; press the Options button to 
select the entry types you want to find. 


A list of matching entries is shown. Move the cursor to an entry in the list and 
press the Enter key to display it in full. 


Use the commands from the Edit menu to go to the previous entry, next entry 
or to go to a specific day. 


Using the calendar 


You can also go to a specific day using the built-in calendar. To see the 
calendar, click on the date titles or press Tab in the Day, Week, Anniversary 
or Year planner views. You can also select Calendar from the View menu in 
any view. Today’s date is circled, and the currently selected date is 
highlighted. In a calendar you can: 


e Press the buttons in the top of the calendar to see a 1, 3 or 12 month 
calendar. 


To view the next or previous 1, 3 or 12 month calendar: click on the dog ears 
in the corners of the calendar or press Shift+Ctrl and the left or right arrow 
keys on the keyboard. 


e Press < or > to move between dates in a month, Ctrl and < or —> to 
move to the same day in the previous or next month or Fn and < or > 
to move to the first or last date displayed. 


When the highlight is on the day you want, press Enter to move to that day. 
You can also click on a day to jump straight to it. 


Changing and deleting entries 


e To move or copy an eniry: use Cut or Copy from the Edit menu to 
move or copy an entry. Move the cursor to the new entry position and 
paste the entry. All entry details are transferred to the new location and 
any alarm settings adjusted accordingly. 


e To change an entry’s type, for example, to change a day entry to an 
event: highlight the entry and select Change type from the Entry menu. 
Choose the new entry type and fill in the settings for the new type. 


e Tochange the entry text: highlight the entry and click on it or press 
Enter. Now you can edit the text, using the normal text selection and 
emphasis keys. To change the font, letter size and so on, press the 
More button, then move to the Text page. You can also move an entry 
by editing the entry changing the entry time or date. 
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Deleting entries & crossing out 


To remove an entry from the Agenda, select it and press Del or use Delete 
from the Edit menu. 


You don’t have to remove entries in the past - these can be removed 
automatically by tidying the Agenda file. See Tidying an Agenda later. 


To mark an entry as completed without removing it from the Agenda, move 
the cursor to it and cross it out using Cross out from the Entry menu. The 
entry will now appear with a line through it, and any alarm for this entry will be 
cancelled. 


Repeating entries 


An entry such as a regular monthly meeting can be set to repeat 
automatically. 


1. Move the cursor to the entry and set the repeat using Set repeat on the 
Entry menu. 


2. Choose the repeat type from Monthly by date (say the 7th of each 
month), Monthly by days (such as the first Monday of each month), 
Yearly by date (once every year on the same date) or Yearly by day of 
week (for example, the third Tuesday in March every year). 


3. Press More to set up the days and dates for the repeats (except for daily 
repeats). Set the interval for how many days, weeks, months or years 
you want between repeats. 


e If you only want the entry to repeat a few times, remove the tick from the 
Repeat forever line and set the number of occurrences or type the date 
of the last occurrence on the Until line. 


e — If you only want to see the next occurrence of a repeated entry, choose 
to show Next only. If you do this and the last occurrence has passed, 
you will not see the entry any more. Use Find from the Edit menu to be 
able to see it. 


Entries which are set to repeat are marked with ». 
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Lists of things to do 


To-do list “ Personal 


@ Renew liability insurance 1. Fix lawnmower & 
@® Recruitment plan (Monday) 2. Check garden plans 
@® Press launch J 


@Check contract 
© Re-write presentation 


You can use a to-do list to note down tasks or items you want to remember. 
Initially you have two to-do lists, but you can add more lists later. Each item 
on a to-do list can have a due date, and you can assign priorities to control 

the order in which to-do entries appear. 


Adding a to-do 


1. Move to the to-do view and start typing or create a new to-do entry using 
Create new entry from the Entry menu. 


2. Enter the details of the to-do, such as “Buy paper”. The Priority 
determines the order in which to-dos are listed in the to-do list. Priority 1 
is highest. 


3. If the to-do entry has a deadline, press More and tick the Dated box. 
Then set the due date to the deadline date. If you want advanced 
warning of the deadline, set up warnings as appropriate. You can set 
how due dates are shown when a warning is displayed. 


Creating a new to-do list 


You can create new to-do lists so that you can categorize the things you want 
to remember. For example, you can keep a private to-do list and a work to-do 
list. Each to-do list is displayed on a different page in the to-do view. Move 
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between the pages by clicking on the dog ears or using the left and right 
arrow keys. Click on the list title to see all the available lists. 


1. 


Create a new to-do list using Create new to-do list from the To-do lists 
menu. 


Enter a name for the list, such as “Wedding plans”. You can rename the 
list later using Rename to-do list from the To-do lists menu. 


Specify the page number that you want this to-do list to appear on and 
which to-do list to base the new list settings on. 


Press the OK button to save the new list, and you will see the new list in 
the to-do view. 


You can delete an unwanted to-do list and all its entries using Delete to-do 
list from the To-do lists menu. 


Customizing a to-do list 


You can change the way the to-do list looks and how to-dos are shown in the 
Day and Week views: 


1. 


8 


Select To-do list preferences from the To-do lists menu. 


Each to-do list is displayed on its own page. The page number controls 
the order in which the to-do lists are displayed. To move the to-do list to 
another page, set the page number as appropriate. 


If you want to be able to arrange to-dos on the list yourself, set the sort 
order to Manual. New to-dos you add to the list will appear at the cursor 
position, and you can cut and paste them into the order you want. 


Tick the boxes for the items you want to see in the to-do view and other 
views. 


If you want to see to-dos in a specific time slot in the Day view, for 
example personal to-dos in the evening, set the time as the standard 
position. 
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Information from other programs 


You can use Paste to insert text copied in other applications as an Agenda 
entry. You can also add information from other programs such as Sketch into 
an entry. This information is called an object. 


Thu 11 Sep 1997 2, 200 Program review BI 


Renew liability e 
insurance : MEMO 
Press launch ° 
Re-write presentation 


r file Ses Ri station if 
. PBirthday present gene ae a 


SKETCH 
7 
Hockey club dinner 


To insert an object in an Agenda entry: 
1. Type in the text for the entry. 


2. While in the new entry dialog, press More and move to the Text page of 
the dialog. 


3. Press the Object button and select the program you want to use to 
create the object. This will start the program, and you can create the 
object. 


4. When you have finished, close the program using the Done button at the 
top of the screen, and the object will be inserted in the Agenda entry. 


Note: To insert text copied from another program as a complete Agenda 
entry (for example, a sentence in the word processor) copy it in the program 
using Copy, move to Agenda and to the position where the Agenda entry 
should appear and select Paste. 


Attaching Word files to entries 


You can attach a Word file to any Agenda entry, for example, a list of things 
to discuss at a meeting. To attach a memo: 


1. Highlight the entry to which you want to attach the memo. 
2. Select Word from the Edit object cascade on the Edit menu. 
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3. A Word file opens where you can type in your text. See the Word chapter 
for more information about using Word. When you have finished editing 
the file, close it to return to Agenda. A symbol is added to the end of the 
entry to show the attachment. 


e To see or edit the memo later, select the entry with the attachment and 
then select Word again. 


Note: You can password protect a Word file attached to an Agenda entry just 
like any other Word file. This means you can enter sensitive information that 
might not otherwise be entered in an Agenda. 


Attaching a Voice note 

You can attach a spoken memo (a voice note) or another sound to any 
Agenda entry. To attach a voice note: 

1. Select the entry to which you want to attach the voice note. 

2. Select Voice note from the Edit object cascade on the Edit menu. 


3. This opens a Record file where you can make the recording in the 
normal way. See the Record chapter for more information about using 
Record. When you have finished the recording, close Record to return to 
Agenda. 


e To listen to the voice note later, select the entry with the attached voice 
note and then select Voice note again. Play the sound in Record and 
close Record to return to Agenda. 


Attaching a Sketch 
You can add a sketch in one of two ways: 


¢ as anentry using the Sketch button in the Toolbar. Simply create the 
picture in Sketch and close the Sketch program to return to Agenda. 


e by attaching a sketch to a text entry as an icon. Select the entry and then 
select Sketch from the Edit object cascade on the Edit menu. 


In either case, to see or edit the picture later, select the entry with the 
attached picture and then select Sketch from the Edit object cascade on the 
Edit menu. 


Note: You can change the default size of inserted Sketch entries using the 
Standard scaling factor for Sketch entries setting in the General 
preferences options on the Tools menu. 
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Customizing Agenda 


You can change the view seen when you open the Agenda by selecting 
General preferences from the Tools menu. 


To change the way each view looks and behaves, select View preferences 
from the Tools menu while in the relevant view. You can change: 


e the entry type you will add if you select an empty day or time slot and 
just start typing or click on an empty slot. 


e the types of entry to show in the Day, Week and Year planner views. 


e the slot definitions in the Day view. This means you can change the 
times shown to suit your working day. 


e the entry symbols shown in the Year planner. If you want to show only 
one symbol, set the Show which symbols line in the Year planner 
preferences to One and then choose the entry symbol to show. 


You can change the standard settings for entries by selecting Entry 
preferences from the Tools menu and then choosing the entry type. 


Agenda files 


You may want to keep multiple Agenda files for business, hobbies and so on. 
Create a new Agenda file using Create new file on the File menu. 


e Use cut, copy and paste to move entries between Agenda files. 


¢ To combine the contents of two Agenda files, select Merge in from the 
More cascade on the File menu. 


Tidying an Agenda file 
You should tidy the Agenda regularly to stop the file from getting too large. To 
do this: 


1. Select Tidy/archive file from the More cascade on the File menu. 


2. Select whether you want to copy or move old entries to a new file or 
delete them. If you move or copy to a new file, you must give the name 
and location of the new file. If you copy entries to a new file, the entries 
are not removed from the current Agenda file. 


3. Select which entries to tidy (for example, crossed out entries) and select 
the entry types to tidy by pressing the Entry types button. 


4. Select the range of entries to tidy. 
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Note: If you have moved or copied entries to a new file, you will see the new 
file on the System screen and be able to open it like any other Agenda file. 


Printing Agenda entries 


You can print all Agenda entries or limit the range you print (for example, only 
the coming week). 


1. From the Printing cascade on the File menu: 


e Use Page setup to control how entries will appear in the printed copy. 
You can set the page size and margins and add headers and footers. 
See the Printing chapter for more about this. 


e Use Print preview to display pages showing how the printed copy will 
look. 


2. Use Print to print the entries. 


When you select Print or Print preview, a dialog is shown in which you 
choose which entries you want to print. You can select the date range or 
press the Entry types button to set: 


e Whether to print all repeat entries or only the next one. 
e Whether to print crossed out entries. 


e Whether to print only entries with a specific entry symbol. 


Agenda & PC applications 


You can synchronize the Agenda with your PC agenda using EPOC Connect. 
This ensures that both agendas are kept in step with each other. Refer to the 
EPOC Connect on-line Help for more details. 


Synchronizing entries with a PC agenda 

You can specify for each entry whether or not you want it to be synchronized. 
Entries that aren’t synchronized are marked with a [I]. private entries are 
marked with a¥|, 


1. When adding or editing an entry, press the More button in the entry 
dialog, then move to the Other page. 


2. Tick the Synchronize with other agendas box if you want to 
synchronize the entry with the PC agenda. Tick the Private on 
synchronized agenda box to keep the entry confidential in the PC 
agenda. 


@ 103 


ecnecny 


Agenda 


To change the settings of a whole to-do list, select Agenda synchronization 
from the To-do lists menu. If the to-do list is not synchronized, none of the 
individual to-dos will be. If the to-do list is set to Private, so are all individual 


to-dos. 


Shortcut keys 
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G 
H 
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with Ctrl with Shift+Ctrl 
To-do list preferences Switch to Anniversary view 


Copy entry 
Close 
Find 


Toxo ist preferences versary vi 
eB [ I Tidyarcive ile 
(Copy enty 
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Go to Date Go to Next entry 


po Mergein 
(Calendar | 
View preferences | 
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Rename to-do list Set repeat 
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Uf 


Cross out 
Pp E'tWord 


ecncny 


Time 


Time 
Use the Time program to set, display and manage alarms, and to display a 
map of the world that gives information on cities, times and dialing codes. 
Time has two views: Map view and Alarms view. To switch views, click the 
Map or Alarms button on the Toolbar or use the Switch view commands on 
the View menu. 


Tue 9 Sep 1997 S Workday Wed 7:00 am Wake up 


§:32:12 pm @ Once Tue 7:45pm _ Dinner 


Cambridge 


United Kingdom Next alarm in 2h13m 


Dinner 


Alarms view 


Use Alarms view to set alarms that will ring even when Geofox-One is 
switched off, such as a repeating wake-up alarm that will ring each workday, 
and once only alarms to remind of appointments. Alarms view allows up to 8 
alarms to be set up to 7 days ahead with different alarm sounds. 


Setting an alarm 


To set a new alarm, move to a blank line and click on it or press the Enter 
key (or start entering the alarm text or the time for the alarm to ring). You can 
also select New alarm from the Edit menu or Toolbar. 


1. Set the time you want the alarm to ring and choose an alarm type: 
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e Next 24 hours, if the alarm is to ring once during the next 24 hours or 
Once only, followed by a day, for the alarm to ring once on a specific day 
in the next week. 


e Daily, for the alarm to ring every day at the same time or Weekly, 
followed by a day, for the alarm to ring at the same time on that day 
every week. 


e Workdays, for the alarm to ring at the same time each workday. To set 
workdays other than Monday to Friday, select Workdays from the Tools 
menu. 


2. Type the text to be displayed when the alarm rings. This text will remain 
on screen until you respond to the alarm, even if Geofox-One is turned 
off and a system password set, so do not use any text that other people 
should not see. 


3. Choose the alarm sound you want or select Silent to display the alarm 
text on screen without making a noise. You can hear the selected sound 
by pressing the Test sound button. 


Note: A selection of alarm sounds is supplied with Geofox-One but any 
recorded sound can also be used as an alarm sound. See the Record 
chapter for more details. 


Responding to an alarm 


When the time and date correspond to an alarm that has been set in Time or 
Agenda, the alarm rings and the alarm text is displayed on screen. 


To clear the alarm: press the Clear button or the Esc key. If the alarm is 
once only, it is removed. If it is a repeating alarm, it is automatically set to the 
next time it is due to ring. 


To silence the alarm but leave the text displayed: press the Silence 
button or the Enter key. 


To snooze the alarm for 5 minutes: press the Snooze button or the 
Spacebar. Each press adds 5 minutes to the snooze time up to a maximum 
of one hour. You can carry on working while the alarm is snoozed. 


If you press an application key while an alarm is ringing, the alarm will 
snooze automatically for 5 minutes and then ring again. 


Note: If you are recording a sound when an alarm is due to sound, the alarm 
will be delayed until you have finished. 
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Changing & deleting alarms 


To change any aspect of an alarm which has been set, such as the time or 
the alarm text, move to the relevant line and press Enter or select Change 
alarm details from the Edit menu. 


To remove an alarm, move to the relevant line and press Del or select Delete 
alarm from the Edit menu. Any alarms that have been set using Time (but 
not those set using Agenda) can be deleted from the View next alarms list. 
To delete one, highlight it and press the Delete button or Del key. 


Note: When a repeating alarm is deleted, it is deleted for all days on which it 
is due to repeat. 


Silencing alarms 


To silence alarms for a particular period, such as the duration of a meeting or 
journey: 


1. Select Sound from the Toolbar or the Tools menu. 


2. Set Alarm sound to Silent for and specify the time for which alarms 
should be silenced. To silence alarm sounds indefinitely, set Alarm 
sound to Off. 


Note: When a silenced alarm rings, the alarm text still appears on screen and 
you must respond to it in the same way as an audible alarm. 


To stop an alarm from ringing without deleting it completely, for example, to 
suspend a wake-up alarm while on holiday, move to the relevant line and 
select Disable alarm from the Edit menu. The alarm has a line drawn though 
it to show that it is no longer active. 


To make the alarm active again, return to the relevant line and deselect 
Disable alarm. 


Viewing alarms 


The countdown to the next alarm, whether set in Time or Agenda, is shown at 
the bottom of the Time screen. Use View next alarms on the Edit menu to 
see the alarms that are to ring in the future and View past alarms to list the 
last 8 alarms to have been cleared (for example, if you cancelled an alarm 
and want to see the alarm text again). 
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Map view 
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Use Map view to display information for cities around the world. Set your 
current location as the home city and then select other cities to find their time 
differences, dialing codes and distances from your home city. 


Important: In order for world information to be accurate, the Home city and 
the current time and date must be correctly set. 


Selecting a couniry or city 


To select a particular country or city, move to the country or city line at the 
bottom of the screen, and then: 


e Start typing the name of the required country or city. Continue typing 
until you see the correct city and country combination or use the right 
and left arrow keys to scroll through the available locations in 
alphabetical order until you come to the one you want. 


e When scrolling through the countries, only the capital cities are listed. To 
view only the cities in one particular country, choose the country and 
then select Cities in current country from the View menu. To go back 
to displaying cities for all countries, reselect the command. 


When you select a city, the cross hairs on the map move to that city, and 
information about it appears at the bottom of the screen. 
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e The time difference between the home city and selected city is 
displayed, including a correction for summer time if necessary. For 
information about summer times, refer to Setting summer time later. 


e The code next to the telephone symbol at the bottom of the screen 
shows the digits needed to dial the selected city from the home city. 


Adding a town or city 
If the city you want is not included in Map view, you can add it: 


1. Select Add city from the Edit menu. 


2. Type the name of the city, its country, the latitude and longitude (if 
known), the telephone area code, the GMT offset and summer time zone 
(see Setting summer time later). The latitude and longitude allow 
accurate distances and sunrise and sunset times to be calculated. 


3. Position the intersection of the cross hairs on the town or city location, 
using the mouse or the arrow keys. 


To change any of the city details later, select Change city details from the 
Edit menu. To delete a non-capital city that has been added to the map, 
select it at the bottom of the screen and then choose Delete city from the 
Edit menu. 


Adding a country 
Countries that do not appear on the map can also be added: 


1. Select Add country from the Edit menu. 


2. Type the country’s name, its national dialing code, its national dialing 
prefix (the digit(s) to be dialed immediately prior to the area code when 
telephoning within the country) and its international dialing prefix. 


3. Each country must have a capital city, and a dialog is automatically 
displayed to create one. Complete it as in the previous section. 


4. Move the cross hairs to the capital city’s location using the mouse or 
arrow keys. 


You can change any of the country or capital city details with Change city 
details and Change country on the Edit menu. 


Note: To delete a country that has been added to the map, select it at the 
bottom of the screen and then select Delete country from the Edit menu. 
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Customizing Time 


You can change the city clocks from analog to digital and back by clicking the 
clock that is displayed next to either city. You can change the display of the 
clock on the Toolbar in the same way. 


The distance from the Home city to the selected city is given in the currently 
selected units (kilometers, miles or nautical miles). These units can be 
changed using Distance units on the View menu. 


Select Formats from the Tools menu to change: 

e The clock format - 12 or 24 hours. 

e The time separator (usually : as in 6:19 pm). 

e The date format (for example Day Month Year or Month Day Year). 
e The date separator (often / as in 01/03/97). 


Use Preferences on the Tools menu to set a standard alarm time and sound 
which will be suggested whenever a new alarm is set. 


Setting Summer Time 


You use the Summer times command to ensure that international times are 

correctly displayed. To be precise about world times, the system time should 

be set to winter time (in the UK, this is GMT) and modified using the Summer 
time setting when the clocks go forward or back. 


The summer time regimes used in the different areas of the world can also be 
taken into account. Most of the cities on the world map can be included in 
one of three basic areas or Summer time zones, as follows: 


Zone Approximate duration 

Europe End of March to end of September. 
Northern Early April to end of October. 
Southern Late October to end of February. 
Each city on the map is associated with one of these zones or with none. To 
check what the Summer time zone is for a city, you can select the city in Map 
view and then select Change city details from the Edit menu. 


When the clocks are due to go forward or back in the cities in a particular 
Summer time zone: 


1. Select Summer times from the Tools menu. 


2. Tick the time zone if it is changing to Summer time; remove the tick if it is 
changing back to Winter time. If the home city is in that zone, then Home 
is ticked automatically and the system clock will be adjusted. 
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The clocks, sunrise and sunset times for each of the cities associated with 
that Summer time zone are changed. 


Note: If the home city has a Summer time zone of None because it is not in 
one of these 3 zones but its clocks are due to change, the system clock can 
be changed to summer time by ticking Home. 


When travelling 


When travelling, set the Home city to your current location. Then, provided 
that the city details and summer time setting are correct, the information in 
Map view will remain accurate. 
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Calc 


Calc is the calculator program. It has two views: Desk and Scientific. The two 
calculators are distinct, so you can carry out two calculations at the same 
time without them affecting each other. 


Desk view is a desktop calculator with a single memory which produces a till 
roll output. Use this calculator for general arithmetical calculations and those 
involving percentages. 


Scientific view is a scientific calculator with 26 memories. Use this for more 
advanced calculations, including those that involve trigonometry or 
logarithms. 


When you first use Calc, it displays the Desk calculator. Use the Desk and 
Sci buttons to move between the views or select the view you want from the 
View menu. 


Note: The left and right sides of the screen can be swapped over (flipped) to 
suit different styles of working. Click Flip layout or use Flip Screen Layout 
on the View menu. 


1023.45 (47 7 
324.97 (Lt 

8324.13 
9672.55 


9672.55 
19% 
1837.7845 


General calculations 
To perform a calculation in the Desk calculator: 


1. Enter the calculation using the number and operator buttons (+, -, x and 
+) on screen or on the keyboard. Don’t forget to use the calculator 
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keypad for easy number entry. There is no operator precedence in Desk 
view: all calculations are performed as you type them in. So, 10+5x3=45, 
not 25. 


2. Click =or press the Enter key to get the result. 
e Use +/- or the M key to change the sign of a number. 


e Click the Shortcuts button in the Toolbar to display a list of shortcut 
keys. 


e To clear the calculation line without ending the current calculation, press 
C or the C key on the calculator keypad. 


e To clear the calculation line and end the current calculation, click AC or 
press AC on the calculator keypad. 


The till roll Keeps a record of your calculations so that you can refer back to 
work you did earlier. The till roll scrollbar will appear when the calculations 
cover more than one page. To move around the till roll, use the scrollbar or 
the arrow keys. Use Clear till roll on the Tools menu to clear the till roll. 


Using the memory 


You can use the memory to store a value for re-use or to act as a running 
total. The Memory commands cascade from the Tools menu. 


e To store a number in the memory: press Min or select Save in while 
the number for storage is in the calculation line. An M will appear in the 
calculator display while there is a value stored in the memory. 


e To retrieve a number: press MR or select Recall. 


e To add the current number to the number in the memory: press M+ 
or select Add to. 


e To subtract the current number from the number in the memory: 
press M- or select Subtract from. 


¢ Toclear the memory: press Min while 0 is displayed in the calculation 
line or select Clear. 


Percentage calculations 
Use % on the Desk calculator to perform percentage calculations. 


¢ To calculate 40% of 60: enter 60x40, then press %. 
e To increase 60 by 40%: enter 60+40, then press %. 
e To decrease 60 by 40%: enter 60-40, then press %. 
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e To calculate what % 60 is of 200: enter 60+200, then press %. 
e To find the number that 60 is 40% of: enter 60+40, then press %. 


You can use a combination of the memory and the % facility for, say tax 
calculations. If you store the rate of taxation in the memory, the tax can be 
easily applied to any number: 


e To add the tax to a number: enter the number and press +. Press MR 
and then %. 


e To deduct the tax from a number: enter the number and press -. Press 
MR and then %. 


Scientific calculations 


To perform a calculation in Scientific view: 


1. Use the number, operator and function buttons to enter the calculation. 
Enter scientific functions in the order they would be written down. For 
example, click log before entering the number to find the log of but click x” 
after entering the number to square. 


2. Click =or press the Enter key to get the result. 


e The Shortcuts button in the Toolbar displays a list of shortcut 
keypresses. 


e To clear the calculator display: press AC or the Esc key. 


¢ To remove the item immediately to the left of the cursor: press Del. 
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The cursor can be positioned anywhere on the calculation line using the 
mouse or the arrow keys. 


Operator precedence 
Operator precedence in Scientific view is as follows: 


Highest: Information in brackets. 
Functions which follow the value they refer to, e.g., x!. 
Powers. 
Implicit multiplication before a memory value, e.g., 30A. 
Functions which precede the value they refer to, e.g., 
sin. 
Implicit multiplication before a prefix function, such as 
5sin30 or before an open bracket, as in 4(4+5). 
Multiplication and division equal, calculated left to right. 


Lowest: Addition and subtraction equal, calculated left to right. 
See the built-in Help for more about entering expressions and operator 
precedence in the Scientific calculator. 


Re-using answers and calculations 
In Scientific view, you can re-use the answer from the last calculation. 


e To insert the last answer at any point in a calculation: click the Ans 
button at the appropriate point. The calculator will insert Ans in the 
calculation line, representing the last result. 


e To start a new expression with the last answer: enter the rest of the 
expression as though the answer was already written at the start. The 
calculator will prefix the expression with Ans. 


You can also re-use earlier calculations. This can save time when performing 
a new calculation which differs only slightly from a previous one. 


e To re-use a previous expression: use the up and down keys or Edit 
previous and Edit next on the Edit menu, to display the last 10 
calculations one by one on the calculation line. When you get to the 
expression you want to re-use, change it if required and proceed as 
normal. 


Note: The value of Ans used in a calculation will always be the value of the 
last calculation. If you re-use a calculation based on a value of Ans, the result 
will be calculated using the current value of Ans rather than the value at the 
time of the original calculation. 
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Using the memories 


The Scientific calculator has 26 memories called A through to Z. You can 
assign a value to each of these memories and then use the names in 
expressions. 


Values assigned to memories 
Memory Contents 
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To assign a value to a memory: 


1. Enter the number to be stored. If the calculation line is displaying an 
unsolved expression, the stored value will be the result of the 
expression. 


2. Click —> or select Assign to from the Memories cascade on the Tools 
menu. 


3. Type the memory name. As memory names must be entered as capital 
letters, you will probably need to hold down the Shift key as you press 
the letter key for the memory name. 


Note: You can also assign a value to a memory by clicking the Mem button, 
highlighting the memory to use and then clicking the Assign to button in the 
dialog. 


¢ To display the contents of the memories: click the Mem button or 
select Show all from the Memories cascade on the Tools menu. 


e To use a stored number in a calculation: type the capital letter 
corresponding to the memory at the appropriate point in the calculation. 
Alternatively, click the Mem button to display the list of memories, 
highlight the memory you want and click Select. 
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Note: You can assign values to the memories in any order, so use the names 
as a reminder of the information they contain. For example, the T memory 
could be used for a rate of taxation, Y for the rate of exchange into yen, and 
so on. 


Powers, roots & reciprocals 
You can calculate squares, cubes and powers using the buttons in the 
Scientific view. 


* To calculate the square of a number: enter the number, click x?, then 
press =. 


¢ To calculate the cube of a number: enter the number, click x°, then 
press =. 


¢ To calculate a number to a given power: enter the appropriate 
number. Click x4y and enter the power. Press =. 


e Tocalculate the square root of a number: click V, enter the number, 
then press =. 


¢ Tocalculate the cube root of a number: click °V, enter the number, 
then press =. 


e To find the x root of a number: enter the number of the root you want 
to find, for example 4 for the fourth root. Click *V, and enter the number 
you want to find the root of. Press =. 


e To calculate the reciprocal (1/x) of a number: enter the number then 
click x" and then =. 


Trigonometric functions 
e To calculate the sine, cosine or tangent of a number: click sin, cos 
or tan. Enter the number and press =. 


e To calculate the inverse sine, cosine or tangent of a number: click 
inv once, then click sin, cos or tan. Enter the number and press =. 


e To calculate the hyperbolic sine, cosine or tangent of a number: 
click hyp once, then click sin, cos or tan. Enter the number and press =. 


e To calculate the inverse hyperbolic sine, cosine or tangent of a 
number: click hyp and inv once each to depress them, then click sin, 
cos or tan. Enter the number and press =. 
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Angle formats 


The scientific calculator can express angles in degrees, radians and 
gradients (360 degrees = 2 radians = 400 gradients). The angle units used 
will affect the outcome of trigonometric calculations. 


e To change the angle format: select Formats from the Tools menu and 
choose the format you want. 


You can also change the angle format by clicking on the angle abbreviation in 
the calculation line. If the result of a trigonometric calculation is being 
displayed, the result will automatically be re-evaluated. 


Factorials 


The x! button in the Scientific view calculates the factorial of a number. A 
factorial is the result of multiplying all the numbers from a given starting 
number down to one. So, the factorial of 4 (written as 4!) is 4x3x2x1=24. 


Note: You can use factorials to find the number of ways things can be 
arranged. For example, to find possible anagrams of a word with four letters, 
4! shows that there are 24 ways these letters can be arranged. 


e To find the factorial of a number: enter the appropriate number. Click 
x! and click =. 


Logarithms 
The Scientific calculator can be used to calculate logs and natural logs. 


¢ To calculate the log (base 10) of a number: click log, then enter the 
number. Press =. 


e To calculate the natural log (base e) of a number: click In, then enter 
the number. Press =. 


¢ To calculate e to a given power: click e*, enter the power to raise e to. 
Press =. 


Displaying numbers 
The Scientific calculator can display numbers in the following formats: 


e Normal - this is adequate for most calculations. Numbers are displayed 
in standard notation to 12 significant figures, with decimal places and an 
exponent as required. 


e __ Fixed - this format always displays results with a specified number of 
decimal places. This is useful for currency calculations. 
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e = Scientific - this can be useful for dealing with very large or very small 
numbers. Numbers are displayed as a single digit to the left of the 
decimal point, a specified number of significant figures, and then an 
exponent. 


To change the number format: select Formats from the Tools menu. If you 
choose Fixed or Scientific, you can set the number of decimal places or 
significant figures to be displayed. 


Exponent notation 


Very large and very small numbers can be expressed more succinctly using 
positive and negative exponents. For example, 57,200,000 can be expressed 
as 5.72E7. 


To express a number as an exponent: 
1. Enter the first part of the number, normally as a decimal fraction. 


2. Click exp. An E will appear on the calculation line. To express a very 
small number, click +/- to insert a minus sign before the second number. 


3. Enter the number of decimal places that the first number needs to be 
moved to the left. 
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Shortcut keys in Scientific view 
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Sketch 


Use Sketch to produce pictures such as maps and sketches. 


alle DRAWING 
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You can start drawing freehand pictures immediately. If you like, you can 
change the pen or paper before you start. You can choose: 


e The tool to draw with. Each type of line or shape that can be drawn has a 
tool that can be selected. When Sketch is first opened, the freehand 
drawing tool Slis selected. 


e The color of the tool. The default drawing color is black. To change the 
shade, click on a color in the Toolbar or select Color tool from the 
Palette tools cascade on the Tools menu. 


e The width of the line for the drawing tools and the erase tool. To change 
the width, click on a width in the tool bar or select Width tool from the 
Palette tools cascade on the Tools menu. 


e = The size of the sketch. When Sketch is first started this is set to the 
same size as the screen. To make it larger, select Resize sketch from 
the Tools menu and type in the new size. If the sketch is larger than the 
screen, use the scroll bars to move around the screen. 


About pixels 

Some settings such as the pen width can be specified in pixels. Pixels are 
dots on the screen which are combined to make up a picture. For example, if 
a line is drawn on the page, Sketch treats it as a number of colored pixels 
grouped together to form a line. 
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Drawing sketches 


Spray can , 


Boxes 


You can click on a button in the Toolbar to select a different drawing tool or 
select a drawing tool from the Tools menu. Use the mouse to draw or hold 
down the Shift key and use the arrow keys. 


Note: change the pen color and width before starting to draw. 


To draw a straight line: click NJ or select Line from the Drawing tools 
cascade on the Tools menu. To draw a vertical line, horizontal line or 
one at 45 degrees, hold down the Ctrl key while drawing. 


To draw either hollow or filled circles and ellipses: click 2} or @] or 
select Oval or Filled oval from the Drawing tools cascade on the Tools 
menu. To draw a circle, hold down the Ctrl key while drawing. 


To draw either hollow or colored squares and rectangles: click 2 Blor 
| or select either Rectangle or Filled rectangle from the Drawing 
tools cascade on the Tools menu. To draw a square, hold down the Ctrl 
key while drawing. 


To draw ina similar style to using a spray paint can: click lor 
select Spray from the Drawing tools cascade on the Tools menu. 


Note: When you draw with the keyboard, the drawing starts from the current 
cursor position. Use Show cross hairs and Show cursor position on the 
View menu to show the cursor position as cross hairs or as a message 
showing the number of pixels across (X) and down (Y). 
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Changing a sketch 


A sketch can be changed in two ways: 
e by selecting an area and moving, rotating, flipping or resizing it. 
e — by editing the pixels which make up the sketch. 


To view the sketch in more detail, select Zoom in on the View menu. The 
individual pixels comprising the picture can then be seen and edited easily. 


Selecting & moving objects 


e To select part of the picture: click ©] or choose Select area from the 
Drawing tools cascade on the Tools menu, then use the mouse or 
arrow keys to drag a box over the area. 


e To select the whole picture: choose Select all from the Edit menu. 


e To resize an area: select an area, then use the mouse to drag one of 
the handles surrounding the area to enlarge or reduce the area. Use a 
corner handle to resize keeping the same proportions. A handle from the 
midpoint of a horizontal edge to change only the height, and a handle 
from the midpoint of a vertical edge to change only the width. 


e To resize an area using the keyboard: select the area then hold down 
the Shift key and use the arrow keys to move the cross hair of the cursor 
onto one of the handles surrounding the text. When the cursor is 
positioned directly over the handle, release the Shift key and use the 
arrow keys to resize the area. Press Enter to fix the selected area to the 
sketch. 


e To move an area: select an area then click inside the selected area and 
drag the area to the new position. The area can also be moved using the 
arrow keys. Click elsewhere or press Enter to fix the selected area to the 
sketch. 


The selected area can be flipped over or turned round at angles of 90 
degrees. 


e¢ To flip part of a sketch: select the area and then select either Flip 
horizontally or Flip vertically from the Transform menu. 


e To rotate part of a sketch: select the area and then select Rotate from 
the Transform menu. 
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Transparency 


When a selected area is moved, it can be overlaid on top of an existing area 
of the sketch. You can choose whether the existing sketch shows through by 
making areas transparent or opaque with the ™® button in the Toolbar or 
Make transparent on the Transform menu. 


Erasing & undoing 
You can delete all or part of the sketch or undo up to five of the previous 
actions: 


e To delete part of the sketch click '] or select Erase from the Drawing 
tools cascade on the Tools menu. Use the mouse or the arrow keys to 
delete part of the picture, starting from the cursor position. 


¢ To change the width of the Erase tool: click on a width in the Toolbar 
or select the Width tool from the Palette tools cascade on the Tools 
menu. 


e To delete the whole sketch: select Delete all from the Edit menu. 


© Click I or select Undo from the Edit menu to undo the last action you 
performed. 


Changing colors 


You can change the color of an area can be changed by selecting a different 
color and using the Freehand drawing tool to draw over the existing color. 
Select Zoom in from the View menu to view the picture in more detail and 
change the color of individual pixels. 


Use Reverse color from the Transform menu to invert the color of a 
selected area. Reversing the color of an area makes any black areas white 
and vice versa. 


Cutting out, cropping & re-sizing 

You can cut out part of a picture by selecting the area to remove and 
choosing Cut from the Edit menu. To remove unused space from the edges 
of a sketch, select Crop from the Tools menu. 


Adding text 
To add text to the picture: 


1. Click i] or select Insert text from the Tools menu. 
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2. Re in the text. You can format the text before you insert it using (Bl, 
or Li]. Use the Set Font button to set the font type, size, color and 
printing position of the text. 


Press the Insert button to add the text to the picture. 


4. The text is selected when first inserted into the sketch. You can move or 
resize it as usual. 


5. Click elsewhere on the screen or press Enter to fix the text onto the 
sketch. 


Inserting clipart 
Sketch includes a gallery of clipart pictures that you can insert into a drawing: 


1. Click © or select Clipart from the Tools menu. The clipart palette is 
displayed. 


2. To select a piece of clipart click on the picture or use the arrow keys to 
select a picture and press Enter. 


3. The clipart is selected when it is inserted into the sketch. You can move 
or resize the clipart as usual. You can increase the range of symbols by 


rotating it. For example, if is inserted, flip it vertically to get 
Rotating it once provides ™ 


4. Click elsewhere on the screen or press Enter to fix the picture onto the 
sketch. 


Printing sketches 
The Printing commands are on the Printing cascade on the File menu. 


e To change the page size, orientation and margins or add headers and 
footers to a sketch, use Page setup. 


e To change the printer to be used, use Print setup. 
e Before printing, you can preview the picture with Print preview. 


e When the picture is ready to be printed, select Print. 


Working with Sketch files 


e To start a new sketch: use Create new file on the File menu. 


e To return to a different sketch: open the file with Open file on the File 
menu. 
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The current file is saved each time Sketch is closed. Use the More 
commands on the File menu to: 


e — save the file at any other time using Save or give it a different name 


using Save as. 


e reject all changes since the file was last saved using Revert to saved. 


Shortcut keys 
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Spell 


Use the Spell program to check the spelling of words, search for anagrams, 
find missing letters to help solve crossword clues and search for synonyms 
using the thesaurus. 


You can also use Paste to insert words copied from other programs into the 
Word to look up box and copy the corrected word back into the other 
program. Refer to the Messaging and Word chapters for more information on 
checking the spelling of messages and documents. 


Unknown word - alternatives for: “apparant” 
apart 
appellant 


HISTORY 
LIST 


Word to look up: apparant 


Spell checking and correction 


e To check the spelling of a word: type a word in the Word to look up 
box and click the Spell button or select Spell check from the Tools 
menu. 


If Spell finds the word in its dictionary, it displays a message saying that the 
word is correct. If the word is not in the Spell dictionary, Spell searches for 
possible alternatives and lists them as they are found. 


You can clear the display to remove the suggested solutions using Clear 


display on the View menu. Use the 1 button to display the history list, which 
contains the words you have used in this Spell session. 


Using the Thesaurus 


Use the thesaurus to search for synonyms - words that have the same or a 
similar meaning to a word you entered. 
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e To use the thesaurus: type the word in the box and click the Thes 
button or select Thesaurus from the Tools menu. 


If there are suitable words, Spell lists them as they are found. Spell divides 
the synonyms into categories, each category relating to a different meaning 
of the entered word, with the main suggestions in bold. The words are 
separated into groups for adjectives, nouns, verbs and the like. 


You can select any word from the list of suggestions to look up again. To do 
this, either click on a word to highlight it, and then click again to select it or 
use the arrow keys to highlight the word and press Enter. You can also select 
a word from the list and click one of the Toolbar buttons. 


Solving anagrams 


Use Spell to search for anagrams of words or letters. An anagram is a word 
that has some or all of the letters of another word, but arranged in a different 
order. For example, anagram suggestions for angle could include glean, 
angel, lane and age. 


e To search for possible anagrams of a word: type the word in the box 
and click the Anag button or select Anagram from the Tools menu. 


Spell lists possible anagrams as they are found, in order of size, starting with 
the longest words it can find. If Spell doesn’t find any anagrams, it displays a 
message. 


Finding missing letters - Xword 


Spell can help you find missing letters to solve crossword clues: 

1. Type a word in the Word to look up box, using * or ? in place of the 
unknown letter(s). Enter ? to search for one replacement letter or * for 
more than one. For example, if you enter for*ed , suggestions include 
forced, foresighted and foraged. If you enter for?ed the suggestions 
include formed, forked and forced. You can enter * or ? more than once 
when looking for missing letters. If you entered f?r?ed the suggestions 
would include forced and farmed. 


2. Click the Xword button or select Crossword from the Tools menu. 


Adding words to Spell 


Spell has two dictionaries it uses when checking the spelling of words: 


e The Spell dictionary containing the built-in words. The Spell dictionary is 
always used when checking a word. 
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The Personal dictionary, to which you can add your own words such as 
specialized vocabulary used in your work. 


Personal dictionary can be used in addition to the Spell dictionary. You 


can view the contents of the Personal dictionary and delete words if you no 
longer need them or you added them by mistake. 


To use the personal dictionary as well as the Spell dictionary: select 
Use personal dictionary from the File menu. This setting is saved 
when Spell is closed and also applies when checking words in other 
programs such as Word. 


To add a word to the Personal dictionary: type the word in the Word 
to look up box then select Add to from the Personal dictionary 
cascade on the File menu. 


To see the contents of the Personal dictionary: select Show 
contents from the Personal dictionary cascade on the File menu. This 
makes it easier to remove unwanted words, especially if the Personal 
dictionary contains a large number of words. 


To delete a word from the Personal dictionary: show the contents of the 


8 


Personal dictionary (as described above), highlight the word to be 
deleted and select Delete word from the Personal dictionary cascade 
on the File menu. 
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Record 


The Record program can be used to make sound recordings and create 
alarm sounds. Sounds can be recorded and played back from any point in 
the sound. 


PLAYBACK 
POINT 4 Position: [0:08 Sound length: [0:42 


4 START OF 
ANEW 


Jum | (gl inp Tepes] ead “Tass oe 


Volume 


Recording a sound 


When you open the Record program you can start recording immediately. 
Place the machine so that the microphone is near the sound source and 
press the REC button or press Enter. 


Press the STOP button or press Esc to stop recording. 


Note: The microphone is located in the grooved area just beneath the 
screen, slightly to the right of center. 


e To record some, more press REC or press the Enter key again. New 
sound is added to the end of the existing recording. 


e To start a new file, select Create new file from the File menu. Type the 
file name before you start recording. 


e To save the current file under a different name, select Save as from the 
File menu. 


e To replace the ending of an existing recording, drag the bar to the point 
where recording is to begin (or select Go to time from the Play menu 
and specify a start point in minutes and seconds), then select Record 
and replace from the Record menu. 
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e To erase the whole of the current recording, select Erase all from the 
Record menu. 


The duration of sound you can record depends on the amount of disk space 
available. While recording, the Time remaining indicator shows how much 
more sound can be recorded in the remaining disk space. Record will not 
allow the disk to be completely filled and will always leave 100K free for use 
by other programs. 


Note: If an alarm is due to ring while you are recording or playing a sound, 
the alarm will be postponed until you finish. 


Playing sounds 


To play back the entire sound file, press the PLAY button or the Spacebar or 
select Play on the Play menu. 


Note: The speaker is on the underside of the system. The speaker grill is 
next to the backup battery compartment. 


e To play back only part of a sound, drag the cursor to the point where you 
want to start (or select Go to time from the Play menu and enter the 
start position in minutes and seconds), then press PLAY. To pause the 
sound, press PLAY again. 


e To adjust the volume, drag the volume control to one of the volume 
settings or use the up and down keys on the keyboard. Set the volume to 
Min to turn off the sound completely. 


e To play back a recording several times in succession, select Repeat 
sound from the Tools menu and set the number of repeats. 


Using sounds as alarms 


You can use Record to create alarm sounds for the Time and Agenda 
programs. 


e To save a recording for use as an alarm sound: select Save as alarm 
sound from the File menu and type a name for the alarm sound. This 
creates a new copy of the sound (saved in the System\Alarms folder) for 
use as an alarm and leaves the original file open in Record. 


e To delete a custom alarm sound: select Delete alarm sound from the 
File menu and choose the alarm you want to delete. 
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File sizes and compression 


Digital sound recordings can be very large. To save disk space, sound data is 
compressed as it is recorded. 


e To save even more disk space use Compress sound on the Tools 
menu and select ADPCM (4 minutes per Mbyte) before starting to record 
the sound. This approximately halves the amount of space required. 
Search and skip functions may take slightly longer if a file is ADPCM 
compressed. 


Shortcut keys 


with Ctrl with Shift+Ctrl 
Save as alarm sound 


Az 
@ 
< 


Crop 


Delete alarm sound Erase all 


Close 
Fast forward 
Go to time 


Sound compression 


Create new file 


Record & append Repeat sound 
Save as 
Show toolbar 


Rewind 
Record & replace 


N[<] XJ SJ <]C] AO] DO; VO;ZjEyT JAS] TLIO) TMyO;O; wy +> 
” VIO 
{o) 218 
ro = 
= 


@ 135 


ecncnyv 


Route Mapping 


Route Mapping 


Geofox-One has a route-finding application with maps of the UK and USA. 
More detailed maps and maps of other countries are available - see the 
Palmtop BV web site (www.palmtop.nl) for details. The route mapper will help 
you choose the best route to your destination, taking into account your 
preferred roads, driving style and areas you wish to avoid. If you have an 
NMEA compliant GPS system, you can attach it to Geofox-One and see your 
exact location on screen. 
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wellartfordi— 
2 
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Running the route mapper 


To run the route mapper, press the Extras key and then click on the EnRoute 
icon in the Extras bar. This will also switch back to the route mapper if it is 
already running. When you run the program for the first time, you will see the 
title screen and then a map of the whole country will begin drawing. You 
don’t have to wait for the map - you can start immediately. 


There are two views. Map view shows you the map, and Table view shows 
the directions for the route you choose. You can also select Split view, which 
shows both map and directions. 


Changing the view 


Use Tab to switch between Map and Table views. You can also click on the 
first two toolbar buttons: 
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e the first switches between Map and Table views. 


e the second switches between Table view and Split view. 


Changing the map detail 


The indicators in the toolbar show the current level of detail for roads, cities, 
districts and scale. You can click on either end of these indicators to change 
the detail of the map window or use the following keys: 


+ and - for more/less roads 
>and < for more/less names (of cities and districts) 


iando_ to zoom in/out 


Scrolling the map 


If the crosshair cursor is disabled, use the arrow keys to scroll the map or 
click near the edges with the mouse. If you enable the locator window from 
the View menu, you can drag its crosshair to scroll the map. 


Naming locations 


If the crosshair is disabled, you can find the name of a location or road simply 
by clicking on it with the mouse. Whether locations or roads are found 
depends on which Find menu option was used last: Name closest location 
or Name closest road. Names will be displayed until you clear them, either 
by clicking on them or by using Clear names in the Find menu. 


The route indicator 

Once you have planned a route, you can use the spacebar to enable or 
disable a route indicator. The left and right arrow keys move the indicator 
along your route. The up and down arrow keys also move it but will stick to 
either locations or roads. When you are in Split view, the indicator will follow 
the cursor in the table view and vice versa. 


Planning a route 


You can indicate the point of departure, destination and stopovers in two 
ways. Either locate points using the map cursor or use the Plan route dialog 
to identify places by name. 
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Using the Plan route dialog: 


You set Departure, Destination and Via locations in exactly the same way. 
For example, to select the point of departure: 


1. Choose Plan route from the Route menu or click the Plan button on the 
toolbar. 


2. Choose which type of route you want to find: Quickest, Shortest or 
Preferred. 


3. Specify the departure, destination and any stopovers by typing (part of) 
the name of each locations. At any time you can press Tab or click the 
browse button to get a dialog listing all of the places on the map. As you 
type, locations starting with the characters you type will be highlighted. 
You can also use the arrow keys or the mouse to select a location. 


3. Press Enter when the location name you want is highlighted. 


Important: If you cannot find the name you are looking for, try an alternative, 
especially for the names of districts and industrial areas. Districts and 
Industrial areas are listed under their city, so typing “Manhattan” will find the 
city Manhattan. To find the New York district with the same name, type “New 
York Manhattan’. 


Using the current cursor position: 


Using the current cursor position allows you to set unnamed positions as 
departure, destination or stopover. 


1. Select Set cursor as... from the Route menu or click the Set... button on 
the toolbar. 


2. Choose whether the cursor should be set as departure, destination or as 
a stopover. 


3. Press Enter 


Quickest, shortest or preferred route 


The shortest route is based on the distance you need to drive to reach your 
destination. The quickest route is measured in time, based on your car speed 
settings for each road type. The preferred route is planned in such a way that 
it takes into account which types of road you prefer to drive on. You can plan 
your return trip by selecting one of the return trip options in the Plan route 
dialog. 
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Avoid area 


If there are certain areas you do not want to travel through, you can indicate 
them on the map. The route mapper will plan the best possible route to your 
destination avoiding all such areas. To do this: 


1. Choose Avoid area from the Route menu. 


2. Arectangle will appear on the map. Use the arrow keys to position the 
rectangle or Fn and the arrow keys to resize it. You can also use the 
mouse to move or resize the rectangle. 


3. Press Enter or click the Set area button on the toolbar. 
To modify the step size of the rectangle movement: 

e Press Shift and an arrow key to take smaller steps. 

e Press Control and an arrow key to take larger steps. 


Note: Only /ocations in the grayed-out areas will be avoided. A planned route 
may still cut across a corner of the grayed area. 


Clearing an avoid area 


To remove an avoid area, position the cursor near the area and select Clear 
area(s) from the Route menu. 


Preferences 


To set your average driving speeds, preferred road types, distance units and 
many other items, select Set preferences from the Map menu. 


Map view 
Map view displays what you would expect to see on a road map. You can 


display any section of the map at almost any scale and set the level of detail 
you want. An optional scale window shows the current scale of the map. 


The locator 


The locator (enabled from the View menu) serves two purposes. It shows 
you where you are in a country (which can be quite useful if you are zoomed 
in to unfamiliar territory). You can also scroll the whole map window by 
dragging the center of the locator crosshair with the mouse. To position the 
locator itself, drag the window with the mouse. 
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Cursor mode 


A flashing crosshair on the map indicates that you are in cursor mode. The 
cursor is turned on and off using the Mode button on the toolbar or the Enter 
key. You can move the cursor to point to specific items on the screen. A lot of 
options such as Set cursor as destination and Add new location at cursor 
use the crosshair cursor to identify a point on the map. 


You can move the crosshair around using the mouse or the arrow keys. The 
step size of the arrow keys can be modified by : 


e Pressing Shift and one of the arrow keys to take smaller steps; 


e Pressing Control and one of the arrow keys to take larger steps. 


Scroll mode 


When the crosshair is off, you are in scroll mode. You can now scroll the 
whole window with the arrow keys or by clicking near the edges of the map. 
Clicking anywhere else on the map will find the closest location or road (see 
Naming places on the map). 


Indicator mode 


Once you have planned a route, you can use the spacebar to enable or 
disable a route indicator. The left and right arrow keys move the indicator 
along your route. The up and down arrow keys also move it but will stick to 
either locations or roads. 


When you are in Split view, the indicator will follow the cursor in the table 
view and vice versa. 


Focusing on a particular area 


Zoom to on the Map menu gives you a dialog which lets you zoom the 
map to: 


e Rectangle, a specific rectangle on the screen. 

e Route, to display the whole of the current route. 

e Maximum precision, to display at maximum detail. 
e Full map, to show the whole map. 


Note: If you want to automatically zoom to a route as soon as it has been 
planned, enable the option Always zoom to planned route in the preferences. 


140 @ 


ecncny 


Route Mapping 


Going to places on the map 


There are a number of commands in the Find menu that allow you to go toa 
particular location, longitude and latitude or overlay location (see Overlays 
later). 


Memorizing a place 


You can use Memorize cursor on the Find menu to assign locations to the 
number keys 0-9. To return to that location, just press the correct number 
key. 


Adding locations to the Map 


Overlays 


You may wish to define a set of related locations such as offices, airports, 
shopping malls or historic places. The overlay facility makes this easy. 


Opening an overlay file 
To open an overlay file, choose Open overlay file from the Overlay menu 
and select the required file. 


Note: You can display a legend for each overlay file currently open by 
selecting Overlay Legend from the Legend cascade in the View menu. 


Creating a new overlay file 


To start a new collection of locations, choose New overlay file from the 
Overlay menu. Type in the name of the new file and select the directory to 
create it in. 


Editing existing overlays 

You may wish to edit an existing overlay file by adding new locations or 
deleting locations that are no longer of interest. To do this, first open the 
overlay. 


To add new locations: 
1. Move the crosshair to the desired location on the map. 


2. Choose Add location from the Overlay menu. 


3. Provide a name for the new location. If you have more than one overlay 
open, you also have to choose which overlay to add the new location to. 
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To delete locations: 
1. Move the crosshair to the desired location on the map. 


2. Choose Delete location from the Overlay menu. 


The map display 


Changing the level of detail 


You can manipulate all of the most important aspects of the Map view using 
Detail from the View menu or by clicking in the indicators in the toolbar. 


Legends 


You can enable several types of legends from the View menu. Legends can 
be dragged around with the mouse. 


The scale window 


The scale window (enabled from the View menu) displays the scale at which 
the map is currently being viewed, either in kilometers or miles depending on 
your preference settings. You can drag the scale window around using the 
mouse. 


Route instructions 


Table & Split views 


Once you have planned a route, you can read the driving instructions by 
pressing the diamond key to switch to either the Table or Split view. Use Tab 
to move between the left and right screens when in Split view. 


Instruction types 


Instructions are presented as a table. Each column contains specific 
information concerning when/where (after so long, measured in time or 
distance units), to do what (turn off, left or right or continue, for how long), the 
bearing (North, South, East or West) and towards which city you should be 
heading. 


To change which columns are being shown: 


Select Configure columns from the Table menu. 
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Pressing Enter will pop up a dialog displaying the full instructions in a large 
font. 


To change the instruction type: 


Select Instruct type from the Table menu. In Table view, you can switch 
between different types by pressing the Tab key. The major differences 
between the different types are: 


Normal - probably the most useful in general, supplying sufficiently detailed 
instructions. 


Complete - provides complete instructions detailing every step of the way. 


Instructions by location - emphasis is placed on the locations to guide you 
towards your destination. 


Instructions by road - emphasis is placed on the roads you should take to 
reach your destination. 


Formal Instructions - displays all instructions in a formally structured table, 
with each type of information is in a separate column. 
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Shortcut keys 
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Chess 


Chess is a powerful, yet simple-to-use, program suitable for chess players of 
all abilities. 


$¢ Player y Computer @ q 
00:00:00 00:00:00 17. t¥g2-g3 
18. AQe2xg3 


19. &e1-d1 
20. 4ya5xb7 
21. % a2xb3 
22. é&d1-c2 
23. Ab7xc5 
S| | 24. 62-21 
| | sersl al] (7) ]I25. 6 e1-c3 
26. &c2-d3 
27. @f1-g2 
28. &d3-c4 
29. *Rhi-al 


Chess 


a 


Running Chess 


To run Chess, press the Extras key and then click on the Chess icon in the 
extras bar. 


Using Chess 


When you first run Chess, the application starts a new game with you playing 
the white pieces and the computer playing the black pieces. The Player 
button will be selected, to show it is your turn to move, and the clock in the 
button will start ticking. When you have made your move, the computer name 
button will be selected and the computer's clock will start to tick. The game 
difficulty will be set to Beginner. 


Changing the difficulty 


Use Game difficulty in the Setup menu to set the level at which the 
computer will play. As you raise the level of play, you give the computer more 
time to consider its move, allowing it to play a stronger game. 
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The levels of difficulty range from Beginner, with an average response time of 
3 seconds, through to Master, with an average response time of 5 minutes. 
While Chess is choosing moves from its opening book, it will move more 
quickly than this. 


Playing the black pieces 


At the start of a game, Chess expects you to play the white pieces. You can 
choose Swap colors from the View menu if you want to play black. The 
player names will also be swapped. If you choose to play black, you can use 
Rotate board in the View menu to see the black pieces at the bottom of the 
screen. 


Making moves 


When it is your turn to move, a hand cursor will be displayed on the chess 
board. You can simply drag the piece you want to move with the mouse or 
use the keyboard. Use the arrow, PgUp, PgDn, Home and End keys to 
position the hand on the piece you wish to move or select a piece by typing 
the first letter of its name (press N for Knight as K is reserved for the King). If 
you are unsure as to the name of a particular piece, move the hand to that 
piece and choose Piece name from the Tools menu. A dialog telling you the 
piece name will be displayed. 


Having positioned the hand, press the Enter or Space key to pick up that 
piece. You can move the hand around the board to move the piece you have 
picked up. 


Move the hand to the destination square and press either Enter or Space to 
put down the piece. If you change your mind about which piece to move, 
press the Esc key to return the piece to its original square. 


If you try to make an illegal move, Chess will display an error message. 


Suggested moves 


When it is your turn to move, you can ask Chess to analyze the current state 
of play and suggest the next move. To do this, choose Hint at move from the 
Move menu. Chess will analyze the current status and will show the 
suggested move by moving the piece from its current position to the 
destination square. If you want to play this move, choose Play hinted move 
from the Move menu. 


If you do not want Chess to suggest a move, but would still like some help, 
you can select Threatened pieces in the View menu to display all of your 


146 @ 


ecncnyv 


Chess 


pieces that are under threat of being taken by your opponent’s next move. 
Alternatively, choose Legal moves for piece from the View menu to display 
the possible moves for a particular piece. 


Forcing Chess to move 


While Chess is considering its own move, you can force it to play the best 
move it has found so far by selecting Move now in the Move menu. If Chess 
has not had enough time to find a move, this will be ignored. 


Showing the last move 


If you missed the last move or have forgotten it, use Show last move in the 
Move menu to show it again. 


Take back, forwards and replay game 


You can take back any number of moves with Take back move in the Move 
menu all the way back to the initial position in the game. To replay moves, 
select Forward from the Move menu. 


To replay the current game, choose Replay same game from the Move 
menu to go back to the starting positions for the game. Then use Forward 
and Take back move to review the moves made in the game. You can 
choose a different move at any point. If it is your turn, simply make a move. If 
it is the computer’s turn, choose Continue from the Tools menu. 


Using Take back move and Replay same game will automatically pause the 
current game, and the clocks will stop ticking. 


If the current screen layout has the video buttons, you can click on them to 
take back or replay moves. From left to right, the video buttons are rewind, 
take back, stop, forward and fast forward. lf you press fast forward or rewind, 
Chess will play or take back moves until there are no more moves or you 
press the stop button. 


New game 


To start a new game, select New game from the File menu. This clears the 
move list and moves the pieces to the initial position. 


Display options 
Chess incorporates many options with which to customize your display. In the 
toolbar there are Change layout, Change pieces and Change background 
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buttons. Clicking these will cycle through the different options available. 
When you exit, Chess saves the current options so they can be used when 
you next play. 


Move Notation 


There are several different ways of writing down moves, and Chess supports 
the four most common notations: 


e Co-ordinate - used by default. 
e Algebraic - typically used in chess books and by club players. 


e Long algebraic - expands on the algebraic notation to explicitly describe 
both the start and destination squares of a move. 


e International - used when language barriers preclude the letters a to h. 


Look at the on-line tutorial for examples of how each of the different notations 
describe the same moves. 


Player options 


Selecting Play between in the Setup menu gives you a list with these 
choices: 


Demonstration Chess will play against itself, using the current level of 
difficulty for both colors. 


Play computer — Chess will play against you. This is the default playing 
option. 


Two player Enables two players to play one another. Features such as hint 
and take back are still available. 


Pause 


You can pause the game at any time by selecting Pause from the Tools 
menu. Both clocks will stop ticking. To continue, select Continue from the 
Tools menu. 
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Tutorial 
To find out more about the game, select Tutorial from the Tools menu. 


To the right of the screen is the demonstration board. To the left is a set of 
tutorial buttons. Descriptive text is displayed in the region below the buttons. 


Associated with each of the tutorial buttons is a series of demonstration 
moves with relevant text. If the Auto button is depressed, selecting a 
particular tutorial button will automatically play the tutorial for that button. To 
skip quickly through the tutorial click the Next button. If you wish to step 
through the tutorial at your own pace, click the Auto button to raise it. 
Clicking the Next button cycles through the tutorial text. 


Special chess moves 


Castling 


To castle, simply move the King two squares left or right. Chess will 
automatically move the Rook for you. In accordance with the rules of Chess, 
you cannot castle if: 


e the King or Rook has been previously moved 
e the King is in check 
e — the King would cross or end on a square attacked by an opposing piece 


e apiece is in the path of the move 


Pawn promotion 


If you move a Pawn to the far side of the board, you will be presented with a 
Promotion dialog, enabling you to swap the Pawn for a Queen, Rook, Knight 
or Bishop. 


En Passant 


En Passant capture occurs when one player moves a Pawn two squares 
forward, when a move one square forward would have left the piece 
threatened by an opponent’s Pawn. The opposing Pawn can capture the 
Pawn as if it had only been moved forward one square. You must capture En 
Passant as your next move after the Pawn moved or the option lapses. 
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Draws 
Chess will report a drawn match in the following situations: 


e Stalemate - a player is not in check but cannot make a legal move 
e If a position is repeated 3 times 


e If 50 consecutive moves are made without any Pawn moving or any 
piece being captured 


Setting up positions 


You can set up a board position from which to start playing by choosing Set- 
up board from the Setup menu. Two extra buttons will be displayed - Clear 
removes all the pieces from the board and Reset sets up the board for a new 
game. 


Setting up pieces using the keyboard: 


You can move pieces around the board with the same key presses as for 
making moves. To remove a piece, move the hand to the piece and press the 
Del key. To add a piece to the board, move the hand to the required square 
and type in the first letter of the piece. To change the color of the piece, type 
the same character again. 


Setting up pieces using the mouse: 


To move a piece, just drag it with the mouse. To remove a piece, simply drag 
it off the board. To add a piece, pick a piece from the chess sets displayed on 
either side of the board and drag it to the required square. 


First to move 


When you end set-up, Chess will ask which color is to make the first move 
before validating the board. If you have set up an invalid position (for 
example, a side has not been given a King) or there are no legal moves for 
the color specified to move first, you will see a message explaining the error 
so you can correct it. 
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Saving a game 

When you close the program, Chess will automatically save the current 
game. You can use Open, Save and Save as in the File menu to save and 
recall your games. Note that New game does NOT automatically save the 
current game before starting a new game. 


Import and Export 


You can exchange information with other chess programs by using Import 
and Export in the More cascade on the File menu. Chess can use two 
standard data formats: 


e ASCII Board Position - A blank square is indicated by two dashes (--) 
and pieces are indicated by their initial letters. For example, WQ stands 
for White Queen. 


e Forsythe Board Position - Lists the pieces by ranks, separating each 
rank by a slash (/) character. Black pieces are listed in lower case and 
white pieces in upper case. 
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Shortcut keys 


152 


Key 


N[<]X<]S/<|/C]AlO/ DO VOl(ZjSlT JAC] 7] LO) TM OO); y> 


with Ctrl with Shift+Ctrl 


Threatened pieces About Chess 


Play hinted move 


Show last move 
Manual replay 
Player name 


O|VIO|Ol/= VDILTIZI No O!1D 
=|2 bo lg lo O|S|2\LSio| j=/o 
=F |O lg |< O|/+/2 13 |a 9 1p 
OJ“ 15 (2/0 @O |w ra) ro | 
J] /5./0 |= 5/-|</8 9 |® 
<. o}|>|/oO 9/3 2. o|> 
oO 3|a ake) 
a Q/s 3/0la ro) 
= = o|s< ale 
= @ Qa 
(0) 


Revert to saved Automatic replay 
Save as 
Take back move Tutorial 


egal moves for piece 


mn £22) 
ws 
Cc 
rS 
coy 
fe) 
fed) 
— 
a 


ecncny 


Bombs 


Bombs - a mine hunting game 


Bombs is a game of speed and logical thinking. The object of the game is to 
discover and mark the position of all the concealed “bombs” in a grid of 
squares as quickly as possible, without accidentally uncovering any of the 
bombs. 


There are three skill levels (easy, medium and hard) and 5 different grid 
sizes, which you can set using the Skill level button on the Toolbar. The 
harder the skill level, the more bombs are hidden in the grid. You can change 
the number of bombs by selecting the Custom skill level. 


4 Bombs 
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How to play 


Test a square by stepping on it: 


e Highlight a square by clicking on it or by moving to it with the arrow keys 
on the keyboard. Then, to step on the square, click on it again or press 
the Spacebar. 


If you step on a square containing a bomb, it explodes and the game is over. 
If there isn’t a bomb under the square, stepping on it will reveal the number of 
bombs in the 8 adjacent squares. If you uncover a blank square, the 
surrounding eight squares are revealed automatically because there cannot 
be any bombs under them. 


If you suspect that a square conceals a bomb, mark it with a flag. To do this, 
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e Hold down the Shift key and click on the square or highlight the square 
then click on the Flags counter or press Enter. Remove a flag in the 
same way. 


When all the bombs surrounding a numbered square have been marked with 
a flag, select the square and click on it or press the Spacebar to uncover all 
the surrounding squares. 


Scoring 


The score for the game is the time it takes to reveal all the bombs. The top 
two scores for each level and the name of the player are kept in the Best 
times list. 


Shortcut keys 
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Program 


Geofox-One is fully programmable and has an editor called Program for 


creating programs using OPL, the built-in programming language. Program 
can also be used to import text files and to export programs as ASCII text. 


Complete details of OPL command syntax are described in the OPL 
Programming Manual. 


PROC exchange: 
LOCAL pounds, rate 
AT 1, 4 
PRINT "How many pounds sterling?", 
INPUT pounds :REM get value from keyboard 
PRINT "Exchange rate (£ to US$)?", 
INPUT rate 
PRINT "=",pounds*rate, "US Dollars" 

> GET 
ENDP 


Creating & running a program 


1. Create the program in the Program editor. Enter the OPL program as 
required. You can change the way the text looks using the using Font in 
the Format menu. The Edit commands work in the same way as the 


same commands in Word. 


Note: Text formatting is applied to all the text in the file. 


2. Use Translate on the Tools menu to translate the file into a program 


that runs on Geofox-One or any other EPOC32 system. 


If an error is found during translation, the cursor is positioned at the point in 


the program where the error is found and an error message is displayed. 
Refer to the OPL Programming Manual for details of error messages. 


3. Once the program has been translated without errors, it can be run using 


Run program on the Tools menu. 
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The translated (executable) file will be given the same filename as the source 
file but with the extension .OPO. To run the program from the System screen 


highlight it and then click on it or press Enter. 


Shortcut keys 
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Printing 
You can print from most programs to: 


e A serial printer. Use the docking cable to connect the printer (some 
printers may require an optional 9-25 pin Serial Printer Converter). 


e =A parallel printer. This requires an optional serial to parallel converter. 
e An IrDA Infrared compatible printer. 


e Aprinter connected to your PC. Use EPOC Connect to connect to the 
PC. 


Before you can print, you must set up the printer type and the way it is 
connected. 


Setting up the printer 


You select the standard printer from the System screen. This printer is used 
for all programs unless a different printer is selected from within a program to 
use for that program only. 


e To select the standard printer: click the Control panel button on the 
Toolbar or select Control panel from the Tools menu. Select the 
Printer icon and choose the printer model. 


e¢ To select a different printer to use for an individual program: open 
the program and select Print setup from the Printing cascade on the 
File menu. Press the Printer button to change the printer model and/or 
port. 


Printing using Infrared 
Geofox-One can print directly to any Infrared capable (IrDA) printer: 


1. Select the Printer icon from the Control panel or select Print setup from 
the Printing cascade on the File menu of the program to print from and 
press the Printer button. 


2. Select the printer model and select /nfrared in the Print via choice list 
(only applicable for some printers). 


3. You can check the layout of the document using Print preview. Then 
select Print from the Printing cascade on the File menu. 


4. Enter the range of pages and number of copies. 
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5. Point your Geofox-One at the printer, making sure that the system and 
printer are no more than three feet apart, and press Print. 


Printing to a serial printer 


Geofox-One can print to a serial printer using the docking cable to connect to 
the printer (some printers may require an optional 9-25 pin Serial Printer 
Converter). To do this: 


1. Select the Printer icon from the Control panel or select Print setup from 
the Printing cascade on the File menu of the program to print from and 
press the Printer button. 


2. Select the printer type and choose Serial port in the Print via choice list 
(only applicable for some printers). 


You can change the settings for the serial port and handshaking by pressing 
the Settings button. 


Printing via a PC 


You can use EPOC Connect to connect Geofox-One to a PC using the 
Docking cable. You can then print to almost any of the printers installed in 
Windows on the PC, whether directly connected or networked. 


1. Select the Printer icon from the Control panel or select Print setup from 
the Printing cascade on the File menu of the program to print from and 
press the Printer button. 


2. Select Printer via PC in the Print to choice list. 


You can now print files via your PC. Refer to the EROC Connect on-line help 
for more information. 


Printing to a file 
You can print a document directly to a file so that it can be printed at a later 
time, even from a different machine. To set this up: 


1. Select the Printer icon from the Control panel or select Print setup from 
the Printing cascade on the File menu of the program to print from and 
press the Printer button. 


2. Select the printer model and select File from the Print via choice list. 


3. Press the Settings button to specify the name of the file and the folder 
and disk to which you want to print. When you print, the printed data will 
be saved in this file. 
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Important: Ensure that the correct filename, folder and disk drive are used. If 
a file of the same name already exists, it will be deleted and replaced with the 
new file. 


Selecting the printer model 
Geofox-One can print to a variety of printers. To select a printer: 


1. 


Select the Printer icon from the Control panel or select Print setup from 
the Printing cascade on the File menu of the program to print from and 
press the Printer button. 


2. Select the printer model in the Print to choice list. 
3. If required, change the Print via method. 
Page setup 


You can change the page size and other layout settings with Page setup 
from the Printing cascade on the File menu: 


8 


Select the page size and orientation. If the required page size is not in 
the list of sizes, select Custom and then type in the width and height of 
the page. 

Use the Margins page to change the distance between the edge of the 
paper and the text. 


Use the Header and Footer pages to enter any text to be printed at the 
top and bottom of each page. You can format the header and footer text 
and other information such as the page number and date can be 
included. 


Use the Other page to specify the starting page number and the page 
from which to display the headers and footers. 
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Previewing a document 


You can see how a document will look when printed using Print preview 
from the Printing commands on the File menu. To preview a single page, 
press the Go to button and enter the desired page number. 


To change the page, printer and print preview settings, press the Setup 
button to display a list of options: 


e To change the layout of the page, select Page. 


e To specify the number of pages shown in the preview and whether to 
view the margins, select Preview. 


e To change the printer model and method, select Printer. 


Printing a document 


You can print all or part of a document from Data, Agenda, Word, Sheet, 
Sketch and Program editor. 


To do this: 
1. Select Print from the Printing cascade on the File menu. 


2. Choose the number of copies to print and the print range (which pages, 
entries, days, cells and the like to include). 


3. Press OK to start printing the document. 
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Infrared 


You can transfer information to another Geofox-One (or another EPOC32 
machine) without using a cable. You can also print directly to a printer with 
an IrDA infrared interface - see the Printing chapter for more details. 


Note: When transferring files between Geofox-One and a PC or printer, 
ensure that the Link setting in the Remote link dialog is set to Infrared. 


To send information to another system, you first select the information you 
want to transfer and then send it. 


Selecting data to transfer 


On the system from which information is to be transferred, select the 
information to transfer: 


e — If the information is a complete file, ensure that the file is closed and 
highlight the filename on the System screen. 


e If the information is an object such as a graph displayed in Word, select 
the object. If the is displayed as an icon, select the icon. 


e If the information is a single entry in a file such as an Agenda or Data 
entry, open the appropriate file and move the cursor to that entry. 


e In Sheet, you can transfer cells by highlighting the cells in Sheet view 
before sending. Both relative and absolute cell references are 
preserved. You cannot send a graph in this way — transfer the data and 
then re-create the graph on the other system or transfer the whole file. 


e Otherwise, open the file and select the required information. 


Note: Inserted objects are transferred like other information and appear as 
objects on the receiving machine. 


Transferring the information 


1. Open the file on the destination system into which the information is to 
be transferred and move the cursor to the appropriate point in the file. If 
the information is a single entry such as an Agenda or Data item, it does 
not matter where the cursor is. 
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e If you are transferring an entire file, open the folder on the destination 
system into which the file is to be sent. 


2. Onthe receiving system, press the Infrared (@) key and select Infrared 
receive from the menu. The Ready to receive screen will be displayed. 


3. Position the two systems so that the Infrared windows are aligned 
(ideally, both should be resting on the same flat surface). The machines 
should be no more than three feet apart. 


4. Onthe sending system, press the Infrared key and select Infrared send 
from the menu. If the destination system is in range, the transfer begins. 
Dialogs appear on both systems to indicate that the transfer is taking 
place, and the progress of the transfer is displayed. 


When the transfer is complete 


The dialogs disappear and are replaced by the original screens. Your 
information has now been copied to the receiving system. 


Note: If you are transferring a file, and the folder on the receiving system 
already contains a file with the same name, the receiving system displays a 
dialog where the received file can be renamed or moved to another folder or 
disk drive. 


The transfer does not affect the information on the sending system. 


Canceling the transfer 
To stop the transfer while it is in progress, press Cancel on either machine. 


If the transfer fails... 


If the transfer fails, you will see a message to explain the error. Follow the 
advice given by the message and try again. 


Note: It is not possible to send information by infrared between Geofox-One 
and a non-EPOC32 machine 
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Connecting to a PC 


Geofox-One can be integrated with PCs running Windows 95 or NT 4 using 
the bundled EPOC Connect software and docking cable. By running EPOC 
Connect, you can: 


e View Geofox-One files within Windows Explorer (your Geofox-One 
appears as an additional icon) or by double-clicking on the EPOC icon 
which is added to the PC’s Desktop. The EPOC icon gives access to all 
of EPOC Connect’s powerful file management facilities for Geofox-One 
files. 


e Drag and drop files between the Geofox-One and the PC as if between 
PC drives. They will be automatically converted to the appropriate file 
format at the same time. 


e Synchronize Agenda files on the Geofox-One with any of the PC 
agendas that EPOC Connect supports to keep them in step with each 
other. 


e Back up Geofox-One files to the PC, then restore them again if 
necessary. 


e Print files on the Geofox-One to a printer connected directly to the PC or 
available to the PC via a network. 


Connecting your Geofox-One to the PC 


Connect one end of the Docking cable to the serial port on the Geofox-One 
and the other end to a serial port on the PC. 


Using EPOC Connect 


When EPOC Connect has been installed on the PC, the EPOC icon appears 
on the Windows desktop. Click the right mouse button on this icon to bring up 
a list of the available menu options. EPOC Connect also adds a number of 
commands and icons to Windows Explorer for working with EPOC3z2 files. 
See EPOC Connect's on-line Help for details of how to use EROC Connect. 


Note: The Comms program can be used for terminal emulation and file 
transfer to other computers. Geofox-One can be connected directly to 
another computer or via a modem to access electronic mail systems and 
bulletin boards. 
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A detailed User guide for Comms is included in the Extras directory on the 
EPOC Connect CD-ROM, along with other information. 
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Security & backups 


There are no known problems with passing Geofox-One through airport 
security machines and other X-rays. 


There are several things you can do to secure your files against other 
hazards. You can make your files read-only to avoid accidental deletion. 
Regular backups also safeguard against accidental deletion. You can set 
passwords to protect your information and enter contact information so that 
the system can be returned if you lose it. 


Note: It is not possible for anyone to copy information from or to your 
Geofox-One using Infrared without using the Infrared send and receive 
commands, so your files cannot be accessed without your knowledge. 


Entering owner information 


It is a good idea to enter your contact information as owner information, so 
that if you lose your system it can be returned when found: 


1. Select the Password icon from the Control panel, and press the Owner 
info button in the dialog. 


2. Enter your details. The labels for name, address and telephone number 
are suggestions only, you can change them if you like. Don’t enter your 
home address or telephone number in case you lose your house keys at 
the same time. 


Setting a system password 


To prevent anyone looking at the files on the internal disk of your Geofox- 
One, set a system password: 


1. Select the Password icon from the Control panel. 


2. Set how often to display the password screen. 


e At switch on, if you want to enter the password each time the system is 
switched on. 


e Once per day, if you only want to enter the password once a day, the 
first time you use the system. 


e Never, if you never want to see the password screen. You can still set a 
password, and you must still enter it before you can access the 
Password screen again, for example to change the owner information. 
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3. Type the password twice for confirmation. Try to choose a password that 
will be easy to remember, but difficult for someone else to guess. 


The password is now set. The next time the machine is switched on, you will 
need to enter the password to access your files. Passwords are not case 
sensitive, so “fish” is the same as “FISH” or “FiSH”. 


To switch the password off temporarily, remove the tick from the Ask for 
password box. 


Note: The system password does not protect files stored on Flash cards or 
files copied to other machines. 


Important: If you forget the system password, you will have to reset the 
system. All the files stored on the internal disk will then be lost and you will 
have to restore from your most recent backup. 


Using Passwords 

Word and Sheet files can be protected against unauthorized access by 
setting a password for each file: 

1. While the file is open, select Password from the File menu. 


2. Type the password twice for confirmation. Choose a password that will 
be easy to remember, but difficult for someone else to guess. 


3. Press the OK button, and the file is saved immediately with the 
password. 


To open the file, you will have to type in the password. Passwords are not 
case sensitive, so “fish” is the same as “FISH” or “FiSh”. 


Warning: If you forget the password for a file, you will not be able to open it. 


The password on an individual file will protect it if it is copied to a Flash card 
or another machine. If you copy the file, the copy will be protected by the 
same password. The password also prevents the file being converted to 
another format on a PC. 


Changing file attributes 


You can protect a file against being accidentally changed by making it read- 
only. To do this, highlight the file in the System screen and select Properties 
from the File menu. Then tick the Read-only box. 


Files that have been created on a PC and then transferred to the system may 
also be read-only files. To check whether a file is a read-only file, highlight it 
in the System screen and select Properties from the File menu. 
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Note: If you transfer a read-only file to another system, it can be viewed and 
the “read-only” indication can be removed. 


Backing up to a PC 


You can use EPOC Connect to back up individual files or folders or the entire 
internal disk to your PC. See the EPOC Connect on-line help for details. 


Backing up to a Flash card 


You can back up files and folders to a Flash card individually or in groups. To 
do this, copy the files from the Internal disk to a Flash card using the Copy 
and Paste commands in the System screen. 


1. Close all the running programs by selecting All files from the Close 
cascade on the File menu. 


2. Highlight the files and folders to back up, then select Copy from the Edit 
menu. 


3. Set the current disk to D (the Flash card), and move to the folder to use 
for the backup on disk D. 


4. Select Paste from the Edit menu. The files will be copied. 


To backup the whole internal disk to a flash card, use Copy disk from the 
Disk menu in the System screen, remembering first to close all programs as 
above. 


Restoring files from a backup 


To restore the files and folders on a Flash card, copy them from the Flash 
card to the Internal disk in the same way as backing up. This time, set the 
current disk to D to select the files on the Flash card, then change it to C to 
paste the copied files to the internal disk 
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Care & safety 


When used according to the instructions in this manual, your Geofox-One 
should remain in good working order for many years. However, there are 
certain precautions that should be taken to ensure continued trouble-free 


use: 


Keep the system at a temperature of 0°C to +50°C (+32°F to +122°F) 
and avoid sudden extremes in temperature, exposure to direct sunlight 
or rain, heat sources (electric heaters, etc.), dust, sand and other fine 
particles. 


Keep the system away from strong magnetic fields (such as 
loudspeakers) and sources of static electricity. 


Use only a Geofox-approved power adapter. 


If you will not be using your Geofox-One for a while, store it in a place 
that is dry and free from damp, dust and extremes of heat and cold. If 
you are using rechargeable batteries, it is wise to replace them with 
ordinary alkaline batteries while you are not using the system. It is 
advisable to back up the files on the Geofox-One before storing it. See 
Security & backups for more information. 


To clean the screen: switch the system off and use a soft, clean, dry 
cloth to gently wipe the keyboard and screen. Under no circumstances 
use water or chemical solvents that may have a corrosive effect. 


Do not immerse Geofox-One in water or any other liquid or spill liquids 
onto it. 


Do not drop, throw or try to bend Geofox-One or press the keys with 
extreme force. 


Do not keep the system next to credit cards or transport tickets; the 
speaker magnet could corrupt the information on the magnetic strip. 


Do not attempt to dismantle the system. There are no user-serviceable 
parts inside and any attempt to do so will render the warranty void. 


Do not use a combination of different types of battery or mix old and 
new batteries. 
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Do not remove the main batteries and backup battery at the same time 
when replacing them; you will lose all your information if you do this. 


Battery safety 


Always observe the correct polarity of batteries (+ and -) when inserting 
them. There is a small picture on the underside of each main battery 
compartment and on the backup battery door to show the correct battery 
orientation. 


Do not store batteries at temperatures in excess of +60°C; the optimum 
storage temperature for maximum battery life is +10°C to +35°C. 


Do not dispose of batteries in a fire - there is a danger of explosion. 


Do not crush, puncture, open, dismantle or otherwise mechanically 
interfere with batteries. 


If a battery should accidentally leak, do not allow the contents to come 
into contact with skin or eyes. If it does, wash immediately with plenty of 
cold water and seek medical advice. 


If a battery has been accidentally swallowed, it is ESSENTIAL that medical 
assistance is sought IMMEDIATELY. If the small backup battery has been 
swallowed, advise the medical staff that a LITHIUM battery is involved. 
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Q&A 


Read this chapter in the event of any questions or problems using Geofox- 
One. You can also find current FAQs and a list of known problems on the 
Geofox web site (www.geofox.com). 


How do | install and run additional programs? 


To install another program that is on a flash card, insert the Flash card into 
the disk drive as normal. The program icon will appear automatically in the 
next available place on the Extras bar. To run a translated OPL program, 
locate the file in the System screen, highlight the filename and click it or 
press Enter to run it. 


How do I move and copy information between programs? 


Use Copy in most programs to copy information, then move to another 
program and use Paste. Copying or deleting something places it on the 
clipboard. The information on the clipboard remains intact until something 
else is copied or cut onto it, so the same thing can be pasted many times if 
desired. 


The Ctrl+V shortcut key can often be used to paste the contents of the 
clipboard into a dialog (or other situation when the menu command or 
command icon is not available). For example, text can be copied in one 
program (such as Word), then the shortcut key can be used to paste it into 
the Find dialog in another program. 


Note: The contents of the clipboard take up memory. Memory used by the 
clipboard can be freed using Clear clipboard on the Edit menu in the 
System screen. 


How many files and folders can | have? 


In general, there is no limit (other than disk space) to the number of files and 
folders. However, the number of items (files and folders) allowed in the top 
level (root) of the Internal disk is limited to 64. 


How do! display a calendar? 


In most dialogs in which a date can be entered, move to the date line then 
click on it or press Tab on the keyboard to display a calendar. 
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Today’s date is circled, and the date currently displayed in the dialog is 
highlighted. To select another date, move to the desired date and press the 
Enter key. Use the buttons on the top line or further presses of the Tab key to 
display a three or twelve month calendar. Click on the bottom corners of the 
calendar to move between the pages of the calendar. 


A calendar can also be displayed from the Agenda program. See the Agenda 
chapter for more details. 


What names can | use for my files and folders? 


Most characters can be used in file and folder names including spaces, so it 
is fine to have a folder called, for example, “1997 Purchase Orders”. The only 
characters which cannot be used in a file or folder name are / < >:\* and ?. 


The maximum length of a filename is 256 characters, although note that this 
includes the disk drive letter and the names of the folders within which the file 
is contained (known as the path). The maximum length of a folder name, 
including the path, is 252 characters. 


This will not generally be a problem, although it means that there may be 
difficulties if very long filenames are used for files which are stored in folders 
which have long names, nested within other folders with very long names, 
and so on. If the maximum allowed length is exceeded, rename a folder or 
file to a shorter name. 


Important: Files on Geofox-One do not have filename extensions, and files 
created with different programs cannot have the same name. Two files with 
the same name cannot be stored in the same folder, even if the files are 
created using different programs. If a file is saved with the same filename as 
a file already existing in that folder, the original file will be deleted and 
replaced with the new file. 


What does a dotted line around a file icon mean? 
This means that the file is selected and can be moved to another location 
(Cut (move) has been used). Paste can now be used in another folder. 


A dotted line around an inserted object means the object is selected. 


What will happen when the memory is full? 


Warning dialogs will appear when running programs to indicate that the 
memory is almost full, and there is not enough memory to perform some 
tasks. 
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Many of Geofox-One's operations such as displaying dialogs and menus 
need just a little free memory in order to work. These can fail with a message 
like “memory full”. However, Geofox-One will not allow all of the available 
memory to be used - it will always set aside enough memory to close a 
program or save an open file to a Flash card. 


Files saved on the internal disk and open programs both use memory. So, if 
the memory is nearly full you can free some memory by closing some 
programs. Close the program using Close or use List open files from the 
File menu in the System screen to check which programs are running, and 
close the programs or files you are not using at the moment. 


You can also delete any unwanted files from the System screen or move 
them to a Flash card to free more memory. 


Which files use the most memory? 


Certain types of files use more memory than others. Sound files can become 
very large, so you should delete unwanted Record files so they do not use up 
space on the internal disk. When recording a sound, Geofox-One will 
continue recording until the time available runs out. Even if the time available 
says zero, the Record program will always leave approximately 100 kilobytes 
of free memory. If the amount of free memory is suddenly reduced, it is a 
good idea to check the size of any Record files. Agenda files can also 
become very large. You should tidy your agenda periodically in order to 
remove entries; see the Agenda chapter for more details. 


Will alarms still ring if | close the Agenda and Time programs? 


All the alarms set in the Time program will ring, even if the Time program is 
closed. When an Agenda file is closed, Agenda sets the Geofox-One clock to 
ring the next Agenda alarm. However, you will not get any more alarms from 
that Agenda file until it is opened again. This means it is a good idea to leave 
your Agenda file open if you use alarms. 


If you need to close an Agenda file, allow a few seconds before switching the 
system off. This is because the Agenda program needs a certain amount of 
time to calculate when the next alarm should ring, and if the machine is 
switched off before the calculation is complete, the internal clock will not have 
been told to sound the alarm. 


An alarm sound didn't ring. Why? 


If an alarm goes off but only beeps, the batteries are too low to play the 
chosen alarm sound. 
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It may also be that sounds are turned off so that the alarm screen is 
displayed but the sound is not played. The alarm screen will indicate if the 
sound is off or silenced for a particular period. Use the Sound icon from the 
Control panel in the System screen to switch the sound back on again. 


If the Record program is recording and an alarm is due to ring, a series of 
warning ticks sound and the alarm is postponed until recording is complete. 
See also Will alarms still ring if | close the Agenda & Time programs ?. 


Why are the world times wrong in the Time program? 


This is likely to be because of daylight saving or summer time settings (where 
clocks are put forward for the summer months). 


The dates that clocks are set to change vary from country to country, and 
sometimes even within a country; some countries do not use summer times 
at all. Therefore, the Geofox-One clock will not change automatically on the 
date that the clocks change. Make sure that each zone is set to use its 
summer time setting when the clocks change in those countries. See the 
Time chapter for more details. 


When | pressed an application key my file was empty. Why? 


When a program is run, Geofox-One opens the program with the file that was 
last used. If only one Agenda file is ever used, for example, this will always 
be displayed when the Agenda key is pressed. 


However, if the file is moved or renamed, Geofox-One will not be able to find 
this last used file. So, it looks for a file with a standard filename (Such as 
Word or Agenda) and displays this file instead. If there is no file with this 
name in the standard folder, a new file is created. The original file can be 
reopened from its new location using Open file on the File menu. 


What can | do if | forget a password? 


If a password which has been set for a Word or Sheet file is forgotten, the file 
cannot be opened again until the correct password is entered. 


If you forget the System password, you will not be able to use your Geofox- 
One again until a hard reset is performed. All the files on the internal disk will 
be lost. See How do | reset Geofox-One for more information. 


Geofox-One doesn't seem to turn on/turn off. Why? 
If your system doesn’t seem to turn on: 


e Check the screen contrast. 
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e Replace the main batteries. If Geofox-One is used when the main 
batteries are low, it will eventually not have enough power and will switch 
off. It will not switch on again until the main batteries are replaced. 


If your system doesn’t seem to turn off: 


e Check the automatic switch off time using the Switch on/off icon from 
Control panel in the System screen. 


Note: A running OPL program can prevent automatic switch off if it neither 
pauses nor waits for a keypress. 


How do | reset Geofox-One? 


If a program cannot be exited normally, move to the System screen and 
select List open files from the File menu. Select the program from the list 
and press the Close file button. 


If this does not work or your system appears to have locked up, perform a 
soft reset. This should restart the system while preserving most of the 
information. 


It is worth trying a soft reset if the system does not appear to respond to keys 
or if the system appears to switch on and the batteries are definitely good 
(especially if the contrast still appears to work), but the screen is otherwise 
blank. 


¢ To perform a soft reset: Gently press unfolded paperclip into the reset 
hole on the underside of the system, close to the speaker grill. Then 
switch on as normal. You will hear a double beep as the system turns 
on. 


After a soft reset, any changes to open Word or Sheet files (or OPL 
programs) will be lost. Other files on the internal disk will almost always be 
safe. 


It is possible (although unlikely) that a program failure causes the reset to 
lose the information on the internal disk; it could even prevent the reset from 
working at all. If this happens, perform a hard reset. 


¢ To perform a hard reset: press the unfolded paperclip into the rest hole 
as for a soft reset. Then hold down both Shift keys and turn the system 
on. You will hear a single beep as the system turns on. 


Important: A hard reset resets Geofox-One completely, and all information 
on the internal disk will be lost. This includes some files that are pre-loaded 
by Geofox before the system is shipped. Copies of these files, and 
instructions on how to reload them are contained on the CD shipped with 
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your system. It is important that your reload these files to ensure correct 
functioning of your system. 
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Appendix 1 — Character set 


Geofox-One contains several fonts, but all have the same basic character 
set, called IBM Code Page 1252. In addition to the characters you can see 


on the keyboard, you can enter many special characters by holding down the 
Ctrl key and entering the appropriate number as shown below. 


032 
1 033 
"034 
# 035 
$ 036 
% 037 
& 038 
"039 
( 040 
) 041 
* 042 
+ 043 
044 
045 
046 
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048 
049 
050 
051 
052 
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054 
055 
056 
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058 
059 
060 
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062 
063 
064 
065 
066 
067 
068 
069 
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070 
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072 
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074 
075 
076 
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082 
083 
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089 
090 
091 
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093 
094 
095 
096 
097 
098 
099 
0100 
0101 
0102 
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0104 
0105 
0106 
0107 
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0115 
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0126 
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> 0146 
“ 0147 
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0157 
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0160 
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q 0182 
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0202 
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0239 
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0244 
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0246 
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0248 
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0251 
0252 
0253 
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In Word you can enter these special characters using Special character on 
the Insert menu. The keyboard shortcut Shift+Ctrl+C displays the Special 
character dialog in many other programs. 
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Appendix 2 — Chess master games 


The following selection of games represents some of the most important or 
spectacular contests in the history of chess. The selection was compiled by 
Malcolm Pein, an International Master, who is Chess Correspondent for The 
Daily Telegraph and The European newspapers. Malcolm is a former British 
Junior Chess Champion, the Executive Editor of Britain’s leading chess 
magazine, Chess Monthly and the proprietor of the London Chess Center. 


Choose Master games from the More cascade on the File menu to see a list 
of the master games. The number to the left of the text indicates the game 
described below. 


1 Napoleon | - The Automaton, Schoenbrunn, 1809 


The first game in the selection is an early example of the play of the first ever chess 
computer. The Automaton secretly housed a succession of very strong players inside 
the machinery and the mystery of its fine play remained unsolved for a very long time. 
The machine amazed the public and celebrities alike on both sides of the Atlantic. It’s 
ironic that Napoleon is crushed by the opposition’s cavalry in this game. 


2 Staunton,H - Saint Amant,P (04), London m, 1843 


Howard Staunton was the first player who could have legitimately claimed to be world 
champion. In addition to being a chess player, Staunton wrote many academic works, 
including annotated editions of the plays of Shakespeare. Staunton ended the French 
reign of chess supremacy by defeating Saint Amant at the Cafe de la Regence. Sadly, 
Staunton’s academic work prevented him from playing Morphy. 


3 Anderssen,A - Kieseritzky,L, London "Immortal game", 1851 


Adolph Anderssen was one of the leading players of the nineteenth century and an 
adherent of the Romantic style of chess that prevailed at the time, which is 
characterized by gambits and sacrifices. This game was played at the chess club at 
Simpsons in the Strand in London and is acknowledged as one of the most beautiful 
ever played. 


4 Morphy,P - Anderssen,A, Paris m, 1858 


Paul Morphy was one of the greatest attacking geniuses of all time. A child prodigy, he 
swept all before him in the USA. Sadly, he never played Howard Staunton during his 
visits to Europe, although he defeated the other leading masters of the day. Despite his 
natural genius, Morphy did not consider playing chess a worthwhile career and retired 
and trained as a lawyer. 
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5 Lasker,Em - Bauer,l, Amsterdam, 1889 


Emmanuel Lasker was world champion from 1894 to 1921. Lasker was famed for his 
defensive skills, but he was also a fine tactician. The following game concludes with a 
stunning bishop sacrifice that forces a decisive win of material. 


6 Rotlevi,G - Rubinstein,A, Lodz, 1907 


Akiba Rubinstein was one of the world’s top players around the turn of the century. 
However, the first world war blighted his opportunity to challenge for the title. A shy 
character, Rubinstein sometimes retired to a corner of the room after making his move. 
In his later years he lived in poverty. The following is known as Rubinstein’s ‘Immortal 
Game’. 


7 Nimzowitsch,A - Salwe,G, Karlsbad, 1911 


Nimzowitch’s manual “My System” is required reading for anyone wishing to take 
chess seriously. Nimzowitch had many groundbreaking ideas, two of which were 
overprotection and blockading. In the following game Nimzowitsch overprotects the e5 
square and, having dominated the center, switches to the kingside. 


8 Levitsky,S - Marshall,F, Breslau, 1912 


New Yorker Frank Marshall was one of the world’s leading players at the turn of the 
century. He founded a chess café, which later became the now famous Marshall Chess 
Club. His play in this game reputedly inspired the spectators to shower the board with 
gold coins. 


9 Capablanca,J - Marshall,F, New York, 1918 


Cuban Raoul Capablanca was a child prodigy and perhaps the most naturally gifted 
player who ever lived. He rarely studied but became world champion in 1921. 
Underestimating his opponent, he lost to Alekhine in 1927. The following game is 
famed for the introduction of the Marshall Gambit, the pawn sacrifice on move 8. 


10 Alekhine,A - Nimzowitsch,A, Bled, 1931 


Alexander Alekhine was famed for his combinative vision. His career was adversely 
affected by his affection for alcohol. After winning the world title from Capablanca in 
1927, he lost to it to Euwe in 1935 because of his poor physical condition but crushed 
the Dutchman in a return two years later. The second world war prevented him from 
defending his title, and he died the day after arrangements had been confirmed for a 
match against Botvinnik. The double pawn sacrifice overwhelms one of his great rivals. 


11 Keres,P - Smyslov,V (1), Wch18 (The Hague) (02), 1948 


Paul Keres was a national hero in his native Estonia. Following his death in 1975, 
thousands lined the streets for his funeral procession. Keres was arguably the 
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strongest player never to have become world champion. He reached the final stages 
not less than seven times. 


12 Botvinnik,M - Keres,P, The Hague, 1948 


Mikhail Botvinnik was a giant of his generation. Famed for his scientific approach to 
chess, Botvinnik twice lost the world title but regained it after a thorough analysis of his 
opponent's style. In this game, Botvinnik uses the advantage of the two bishops to 
great effect. 


13 Tal,M - Botvinnik,M (01), Wch23-Moscow, 1960 
14 Botvinnik,M - Tal,M (06), Wch23-Moscow, 1960 


Mikhail Tal was the greatest attacking genius of all time. These two swashbuckling 
games astonished the chess world and gave the Latvian the world title, although 
Botvinnik won it back in a return match. Tal was dogged by ill health but cared little for 
his doctors’ opinions. He shunned material wealth pursuing only the beauty of his 
combinations. 


15 Spassky,B - Petrosian,T (07), Wch26-Moscow, 1966 


Tigran Petrosian was a wily Armenian who took the title from Botvinnik in 1963 after 
the rules had been amended to withdraw the right of the holder to a rematch. Petrosian 
held the title for six years. He was a master of maneuvering in closed positions but has 
been unjustly condemned for being too defensive. This game was played in his 
successful title defense against Boris Spassky and shows what a master of attack 
Petrosian could be. Petrosian’s 17th move, giving away a square for a white knight but 
blunting the counterattack showed brilliant judgement. 


16 Larsen - Spassky, USSR-Rest of World tt, 1970 


Boris Spassky took the world title from Petrosian in 1969 and led the USSR team that 
defeated the Rest of the World at Belgrade in 1970. He was deadly with the initiative 
with his attacks usually prefaced by a controlled build up. This game sees one of the 
most stunning moves ever played. 


17 Fischer,R - Petrosian,T, Buenos Aires , 1971 


Bobby Fischer was the first player to make chess headline news around the world. He 
fought the Soviet chess machine single-handed and crushed all his rivals before 
qualifying to play Spassky in 1972 in a match full of Cold War overtones. This game 
sees Fischer outplay Petrosian in a position with rooks and bishops against rooks and 
knights. This became known as the ‘Fischer Endgame’ 
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18 Spassky,B - Fischer,R (05), Wch28-Reykjavik, 1972 


Fischer's score-leveling second win from the Reykjavik match. He went on to win 12"/o- 
8/2 


19 Karpov,A - Westerinen,H, Nice Olympiad, 1974 


When Fischer could not agree terms for a title defense, Anatoly Karpov became 
champion in 1975 by default. Karpov dominated tournament play for more than a 
decade and has won more first prizes than any player alive or dead. Karpov is 
principally a positional player, slowly squeezing opponents by accumulating small 
advantages. The following game is typical. White’s 19th move consigns the black 
queen’s knight to a miserable square and white pieces slowly pour into the breach on 
the queenside. 


20 Kasparov,G - Vukic,M, Banja Luka, 1979 


In 1979, Garry Kasparov, then only 14, played his first international tournament outside 
the USSR crushing all before him. Just five years later, he was to challenge Karpov for 
the world title. Kasparov’s energetic play is typified by this win. 


21 Karpov,A (2720) - Kasparov,G, Wch32-KK2 Moscow 


In 1984, Kasparov and Karpov contested a marathon title match that was called off in 
controversial circumstances by FIDE President Florencio Campomanes. Karpov was 
leading 5-3 in a first to six wins match, however, Kasparov had recovered from 0-5, 
looking by far the fitter man. This game is the deciding twenty-fourth and final game 
from the return that gave Kasparov the title. 


22 Kasparov,G (2740) - Karpov,A, Sevilla, 1987 


Black’s ninth move is the most stunning novelty in the opening ever seen in a world 
championship match and deservedly brought him a win. Kasparov only retained the 
title by virtue of a victory in the final game in the fourth title match. 


23 Kasparov,G (2800) - Karpov,A, New York, 1990 


This creative masterpiece by Kasparov undermined Karpov’s main defense to the Ruy 
Lopez and gave Kasparov a fine start to the fifth K-K match. White’s nineteen move 
anchors the center in preparation for a big attack. 


24 Anand,V - Kasparov,G, Tilburg (12), 1991 


Who will succeed Kasparov as world champion? Vishy Anand, the lightning fast Indian 
player is the next candidate. Here he crushes the world champion’s Sicilian Defense. 
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25 Shirov,A - Polgar,J, Sicilian Theme, 1994 


Hungary’s Judit Polgar, one of three chess playing sisters, has risen to ninth in the 
rankings. Here she plays perhaps the game of 1994, beating one of the world’s top 
tacticians. A pawn sacrifice frees the e5 square for a knight from where it wreaks 
havoc. 
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12/24 hour clock, 6, 110 


3 
3D graphs, 82 
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absolute references in Sheet, 78 
AC adapter socket, 1 
adding 
Agenda entries, 93 
capital city, 109 
city, 109 
clip art to a Sketch, 127 
entries in Data, 85 
event entries in Agenda, 93 
labels in Data, 89 
memos in Agenda, 100 
passwords to files, 166 
text in Sketch, 126 
titles to graphs, 82 
to-do entries, 98 
to-do lists in Agenda, 98 
town or city, 109 
voice notes in Agenda, 101 
words to Spell, 130 
Adding locations to route mapper, 
141 
address history list, 41 
addressing an email, 41 
Agenda 
Infrared, 161 
PC synchronisation, 163 
program key, 7 
alarms, 105 
Agenda files, 172 
changing, 107 
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deleting, 107, 134 
in Agenda, 94 
responding to, 106 
setting, 105 
troubleshooting, 172 
alignment 
in Sheet, 79 
in Word, 67 
alphabetical order 
listing Data entries, 87 
am/pm clock, 6 
anagrams, 130 
analog clocks, 110 
angle formats, 119 
anniversaries in Agenda, 94 
annual appointments, 97 
application keys, 2 
applying styles in Word, 69 
appointments in Agenda, 93 
archiving Agenda files, 102 
arrows 
in menu commands, 8 
on dialog lines, 9 
assigning values to memories in 
Calc, 117 
attachments, 45 
attributes, 166 
automatic switch on/off, 3 
AVERAGE function, 79 
avoiding areas in route mapper, 
139 
axis titles, 82 


background colour 
in Word, 68 
backing up 
to a PC, 163 
backlight, 5 
backup battery, 13 
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backups 
files, 167 
on Memory disks, 167 
on PCs, 167 
restoring, 167 
bar graphs, 82 
batteries 
safety information, 169 
types, 13 
Batteries, 13 
Batteries, changing, 13 
Batteries, rechargeable, 13 
battery covers, 2 
Battery life, 16 
Battery rules, 20 
Battery warnings, 16 
beaming. See Infrared 
bell symbol in Agenda, 95 
birthdays in Agenda, 94 
bold text 
in Sheet, 80 
in System screen, 7 
in Word, 66 
Bombs 
program icon, 8 
Bombs game, 153 
bookmarks, 58 
borders 
in Sheet, 80 
in Word, 68 
bullets in Word, 68 
buttons 
in dialogs, 10 


Cc 


Calc, 113 
program key, 7 
calculations 
general, 113 
in Sheet, 78 
scientific, 115 
calendar 
in Agenda, 96 


call waiting, 22, 30 
calling card, 25 
Cancel button, 10 
cancelling 

Infrared transfer, 162 
cancelling dialogs, 10 
candle symbol in Agenda, 94 
care of your Geofox-One, 168 
castling, 149 
centred text in Word, 67 
changing 

Agenda entries, 96 

alarm details, 107 

angle formats, 119 

city details, 109 

colours in Sketch, 126 

country details, 109 

Data entries, 88 

email settings, 36 

fax settings, 37 

font in Word, 66 

labels in Data, 87 

number formats in Calc, 120 
chargecard, 22, 23, 31 
check box, 9 
Chess, 145 

program icon, 8 
Chess master games, 178 
Chess tutorial, 149 
Chess, difficulty, 145 
circles & ellipses, 124 
cities, 105 

adding, 109 

changing details, 109 

selecting, 108 

sunrise and sunset times, 111 
cleaning the screen, 168 
clearing 

alarms, 106 

the Calculator display, 115 
clip art in Sketch, 127 
clocks, 110 
colours 

in Word, 66 


column graphs, 82 
column widths 
in Message, 51 
columns 
in Message, 39 
Comm 
1, 20 
1, 20 
commands in menus, 8 
Comms 
program icon, 8 
Comms program, 163 
CompactFlash card, 18 
CompactROM card, 18 


compiling an OPL program, 155 


compressing sounds, 135 
confirming tentative Agenda 

entries, 94 
connecting 

modem, 24 

to receive email, 44 

to send email, 43 
connecting to PCs, 163 
contrast of screen, 5 
control panel, 5 

dialing, 25 

modem, 24 

network, 25, 32, 55 
converting 

files to PC programs, 163 
copying 

Agenda entries, 96 

by Infrared, 161 

text in Word, 66 

words to spell check, 129 
copying files 

to Memory disks, 167 
COS function, 118 
countries 

changing details, 109 
creating 

email, 40 

faxes, 47 

files, 11 
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sketches, 123 

styles, 69 

to-do lists, 98 
cropping 

in Sketch, 126 

objects in Word, 70 
crossing out 

Agenda entries, 97 

in Word, 66 
crossword clues, 130 
cube roots in Calc, 118 


cubing numbers in Calc, 118 


customising 
Agenda, 102 
to-do lists, 99 
cutting 
Sketch, 126 


D 


daily appointments, 97 
Data 

Infrared, 161 

program key, 7 
Data program, 85 
date, 108 

format, 6 

setting, 5 
date format, 110 
day entries in Agenda, 93 
daylight saving, 110 
daylight saving time, 6 


deadlines for To-do entries, 98 


decimal places 

in Calc, 120 

in Calc, 119 
default 

printer, 157 
defining 

ranges in Sheet, 79 
degrees in Calc, 119 
deleting 

Agenda entries, 97 

alarms, 107, 134 
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Data entries, 88 
in Sketch, 126 
messages, 50 
styles, 70 
Desk view in Calc, 113 
detail in maps, 142 
dialing 
control panel, 25 
dialling codes, 105 
dialogs, 9 
buttons, 10 
cancelling, 10 
moving between pages, 10 
saving settings, 10 
dictionaries in Spell, 130 
difficulty in Chess, 145 
digital clocks, 110 
disabling 
alarms, 107 
disconnecting from the mail box, 
45 
displaying 
help, 11 
non-printing characters, 68 
distance units, 110 
distances, 108 
DNS, 23, 26, 34 
draft email, 42 
draft messages, 38 
drag extend, 4 
draw in Chess, 150 
drawing 
circles and ellipses, 124 
squares and rectangles, 124 
drawing in Sketch, 123 
drawing tools in Sketch, 123 
due dates for To-do entries, 98 


E 


editing 
colours in Sketch, 126 
Data entries, 88 
pictures in Agenda, 101 


previous calculations in Calc, 
116 
repeat entries in Agenda, 97 
ellipses in menu commands, 8 
email, 35 
address, 36 
addresses, 41 
deleting, 50 
disconnecting, 45 
draft, 42 
forwarding, 46 
printing, 51 
receiving, 44 
replying, 46 
resending, 43 
saving, 42 
sending, 43 
server, 36 
settings, 36 
viewing, 45 
writing, 40 
en passant, 149 
Enter key, 10 
entering 
anniversaries in Agenda, 94 
appointments, 93 
birthdays in Agenda, 94 
calculations in Calc, 113 
day entries in Agenda, 93 
event entries in Agenda, 93 
information in Sheet cells, 76 
scientific calculations, 115 
to-do entries, 98 
entry symbols in Agenda, 102 
EPOC Connect, 163 
erase tool in Sketch, 126 
error messages 
Program, 155 
Esc key, 10 
exponents in Calc, 120 
Extras, 8 
Extras bar, 8 
Extras key, 8 


F 


factorials in Calc, 119 
fax, 35 
answering, 49 
creating, 47 
deleting, 50 
faxback service, 50 
forwarding, 50 
printing, 51 
receiving, 49 
sending, 48 
settings, 37 
viewing, 50 
faxback service, 50 
files 
Agenda, 102 
archiving Agenda files, 102 
attributes, 166 
backing up to Memory disks, 
167 
backing up to PCs, 167 
creating, 11 
file sizes, 172 
in System screen, 7 
Infrared transfer, 161 
merging, 102 
naming, 171 
passwords, 166 
read-only, 166 
files & icons, 7 
finding 
Agenda entries, 95 
anagrams, 130 
dates in Agenda, 96 
entries in Data, 88 
help, 12 
missing letters, 130 
synonyms, 129 
text in Word, 66 
Fixed number format, 119 
Flash card, 18 
flash cards 
using, 19 
flipping 
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sketches, 125 
folders 

creating, 11 

in Message, 38 

naming, 171 
font 

for Data labels, 87 

in Sheet, 80 

in Word, 66 
footers in Word, 72 
forced line break, 67 
foreign characters, 68 
formats 

numbers in Calc, 119 

numbers in Sheet, 80 

time & date, 6, 110 
formatting 

objects in Word, 70 

paragraphs, 67 

text in Word, 66 
formulae, 77 
forwarding 

faxes, 50 
forwarding email, 46 
functions 

in Calc, 115 

in Sheet, 79 


G 


game, 145, 153 
GMT, 109 
GMT (Greenwhich Mean Time), 6 
going to 

entries in Agenda, 96 
GPS, 20, 136 
gradients in Calc, 119 
graphs 

in Word, 70 

Infrared, 161 
Graphs, 80 
grey 

dialog lines, 9 

menu commands, 9 
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H IP address, 23, 26, 34 


ISP, 25 
handshaking, 158 adding, 33 
hanging indents, 67 removing, 33 
hard hyphen in Word, 68 italic text 
hard reset, 12, 174 in Sheet, 80 
headers in Word, 72 in Word, 66 
Help keypress, 11 
Help, using, 11 K 
hidden 
text in Word, 68 keyboard, 2 
hiding keys 
labels in data, 87 Enter, 10 
labels in Data, 87 Esc, 10 
highlighting for programs, 7 
cells in Sheet, 76 Help, 11 
text in Word, 65 On, 3 
Home city, 108 on & off, 3 
setting, 5 shortcuts, 10 
when you travel, 111 Kilometres, 110 
home page, 57 
hyperbolic functions in Calc, 118 L 
l left aligned text in Word, 67 
line graphs, 82 
icons line spacing in Word, 68 
in System screen, 7 lines in Sketch, 124 
image maps, 56 listing 
images, 57 open files, 8 
inbox Illoljk, 126 
local, 38 location 
remote, 39 adding, 30 
indents in Word, 67 area code, 25 
Infrared, 161 country code, 25 
printing, 157 current, 25 
infrared port, 2 editing, 25 
inserting setting up, 25 
objects, 11 logarithms, 119 
objects in Word, 70 low batteries message, 13 
page breaks, 72 
international dialling, 109 M 
Internet account, 23 
Internet connection mailbox login, 36 
setup, 22 mains adaptor, 13 


Internet service provider, 25 


mains adaptors, 168 
making Chess moves, 146 
map of the world, 105 
margins 

in Word, 67 

printing, 159 
memories in Calc 

in Desk, 114 

Scientific, 117 
memory, 171 
Memory disks 

backups, 167 
memos in Agenda, 100 
menu 

cascades, 8 


menus & menu commands, 8 


merging 
Agenda files, 102 
Message, 35 
messages 
deleting, 50 
midnight, 6 
Miles, 110 
MIME encoding, 36 
modem 
add a new, 28 
connecting, 24 
control panel, 24 
infrared, 29 
remove, 28 
setting up, 24 
sound, 29 
speed, 22, 29 
type, 22 
Modem card, 18 
modem cards 
using, 20 
monthly appointments, 97 
mouse 
clicking, 4 
drag extend, 4 
dragging, 4 
moving, 4 
tap and hold, 4 
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mouse pad, 3 
moving 

Agenda entries, 96 

an area in Sketch, 125 
multiple 

graphs, 82 


N 


name server, 23, 34 
names & addresses, 85 
naming 
ranges in Sheet, 79 
natural logarithms, 119 
natural numbers in Calc, 119 
Nautical miles, 110 
network 
control panel, 25 
NiCd batteries, 13 
NMEA, 136 
non-breaking hyphen in Word, 68 
non-breaking space in Word, 68, 
149, 150 
non-printing characters, 68, 149, 
150 
Normal number format in Calc, 
119 
number formats 
in Calc, 119 
in Sheet, 80 
number of years in Agenda, 94 


O 


objects 
displaying, 11 
in Agenda entries, 100 
in Data entries, 89 
in Word, 70, 71 
Infrared, 161 
inserting, 11 
off (switching off), 
on (switching on), 
open files, 8 


wow 
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opening 
files & folders, 7 
Opening an overlay file, 141 
operator precedence in Calc 
Desk view, 114 
Scientific, 116 
operators in Calc, 113 
OPL, 155 
OplEdit program icon, 8 
outbox, 38 
Overlays, 141 
Overlays, opening, 141 
owner information, 165 


P 


page breaks in Word, 72 
page layout, 159 
margins, 159 
numbering, 159 
size of the page, 159 
page numbers 
in Word, 72 
pages 
in dialogs, 10 
paper clip, 45 
paragraph 
alignment, 67 
styles, 69 
password 
email mailbox, 36 
passwords 
files, 166 
forgotten, 173 
system, 165 
pawn promotion, 149 
PC Card 
battery rules, 20 
CompactFlash, 18 
CompactROM, 18 
flash card, 18 
inserting, 18 
modem card, 18 
removing, 19 


PC Card ejector, 2 
PC Card slot, 1 
PC Cards, 18 
and batteries, 20 
supported, 18 
PCMCIA, 18 
PCs, 163 
backups, 167 
pen colour in Sketch, 123 
pen width in Sketch, 123 
pencilling in an Agenda entry, 93 
percentages 
in Calc, 114 
personal dictionary, 130 
pictures 
in Sketch, 123 
in Word, 70 
pie chart, 82 
pixels, 123 
planning a route, 137 
POPS server, 36 
port settings, 158 
powers in Calc, 118 
print preview, 160 
printing, 157, 160 
Agenda entries, 103 
Data entries, 90 
email, 51 
entry symbols in Agenda, 103 
faxes, 51 
Help cards, 12 
in Word, 73 
previewing a document, 160 
selecting the printer model, 159 
setting up the printer, 157 
Sketch, 127 
to a file, 158 
to fax, 47 
using Infrared, 157 
via a PC, 158, 163 
priority of To-do entries, 98 
Program editor, 155 
program icons, 7 
programs 


described, 7 

installing, 170 

running, 10 
proxy server, 62 
pulse dialing, 30 


R 


radians in Calc, 119 
radio buttons, 9 
ranges in Sheet, 79 
read-only files, 166 
recalculating a worksheet, 78 
receiving a fax, 49 
receiving email, 44 
rechargeable batteries, 13 
Rechargeable batteries, 13 
reciprocals in Calc, 118 
Record 

program icon, 8 
recording 

sounds, 133 
relative references in Sheet, 78 


reminders for Agenda entries, 94 


remote folder, 39 
remote link, 17 
remote mail box 
connecting, 44 
disconnecting, 45 
renaming 
to-do lists, 99 
repeat appointments, 97 
repeat entries, 97 
repeating 
sounds, 134 
replacing 
text in Word, 66 
replying to email, 46 
resending an email, 43 
reset switch, 2 
resetting Geofox-One, 12, 174 
resizing 
in Sketch, 125 
objects in Word, 70 


S 


ecncny 


the background in Sketch, 126 


responding to an alarm, 106 
restoring backups, 167 
re-using 
answers in Calc, 116 
calculations in Calc, 116 
reverting to saved 
in Word, 71 
right aligned text in Word, 67 
roots in Calc 
cube, 118 
square, 118 
x, 118 
rotating sketches, 125 
route 
planning, 137 
route instructions, 142 
Route mapping, 136 
program icon, 8 
running an OPL program, 156 


S 


sample files, 10 
saving 
and switching off, 3 
dialog settings, 10 
Scientific number format, 120 
Scientific view in Calc, 115 
screen 
backlight, 5 
cleaning, 168 
contrast, 5 
size of text, 5 
search page, 59 
setting location of, 59 
selecting 
an area in Sketch, 125 
cities & countries, 108 
cities in one country, 108 
menu commands, 8 
sending a fax, 48 
sending email, 43 
sent messages, 39 
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Serial card, 18 
serial cards 
using, 20 
serial port settings, 158 
setting 
alarms, 105 
alarms in Agenda, 94 
email details, 36 
fax details, 37 
Home city, 5, 108 
passwords on files, 166 
screen contrast, 5 
summer time, 110 
system password, 165 
time & date, 5, 108 
setting up Chess positions, 150 
setting up Geofox-One, 5 
Setting up Internet, 22 
shading 
cells in Sheet, 80 
Sheet, 75 
Infrared, 161 
program key, 7 
shortcut keys, 10 
significant figures in Calc, 120 
silencing alarms, 106, 107 
SIN function, 118 
size 
text on screen, 5 
Sketch 
adding clip art, 127 
background size, 123 
circles & squares, 124 
cropping the picture, 126 
flipping & rotating, 125 
program key, 7 
transparency, 126 
Sketch, 123 
sketches 
in Word, 70 
snoozing an alarm, 106 
soft reset, 174 
solving 
anagrams, 130 


crossword clues, 130 
sorting 

entries in Data, 87 

in Message, 51 

to-do lists, 99 
sounds 

in Agenda, 101 

in Word, 70 

recording & playing, 133 
speaker, 2 
special characters, 68, 177 
Spell 

program icon, 8 
spell checking 

in Spell, 129 
spray painting in Sketch, 124 
spreadsheets, 75 
square roots in Calc, 118 
squares & rectangles in Sketch, 

124 
squaring numbers in Calc, 118 
start year in Agenda, 94 
storing your Geofox-One, 168 
strikethrough. See crossing out 
styles in Word, 69 
SUM function, 79 
summer time, 6, 110 
sunrise and sunset times, 111 
superscript text, 66 
switching 

auto switch off, 3 

backlight on & off, 5 

on & off, 3 
symbol characters, 177 
symbols 

entry symbols in Agenda, 102 
synchronising Agenda with a PC 

diary, 103 
synonyms, 129 
system password, 165 
System screen 

introduction to, 6 

key, 7 
system settings, 5 


tables, 75 

in Word, 70 
tabs 

in Word, 67 
TAN function, 118 
tap and hold, 4 
telephone codes, 109 


tentative entries in Agenda, 93 


testing 
alarms, 106 


testing Internet connection, 27 


text 
adding to a sketch, 126 
entering in dialogs, 9 
size in Word, 66 
size on screen, 5 
text colour in Word, 66 
thesaurus, 129 
things to do, 98 
tick box, 9 
tidying Agenda files, 102 
till roll in Calc, 114 
time 
12/24 hour format, 6 
am/pm clock, 6 
format, 6 
setting, 5 
Time, 105 
program key, 7 
time differences, 108 
timed entry in Agenda, 93 
timeout 
Internet connection, 32 
times, 105 
title 
in System screen, 6 
To-do entries 
priority, 98 
to-do lists, 98 
creating, 98 
customising, 99 
renaming, 99 
sorting entries, 99 
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viewing, 94 
transferring 

information by Infrared, 161 
translating an OPL program, 155 
transparency in Sketch, 126 
travelling, 111 
trigonometric functions, 118 
turning on/off, 3 
tutorial in Chess, 149 


U 


underlining 

in Sheet, 80 

in Word, 66 
undoing changes 

in Sketch, 126 

in Word, 71 
units of distance, 110 
updating Data entries, 88 
using the mouse pad, 3 


V 


viewing 
alarms, 107 
entries in Data, 86 
to-do lists, 94 
viewing a fax, 50 
viewing email, 45 
views 
in Agenda, 94 
in Message, 38 
voice notes 
in Agenda, 101 


W 
web 
bookmarks, 58 
cache, 63 


connecting to, 54 
disconnecting, 55 
following links, 55 
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home page, 57 
images, 57 
next page, 56 
previous page, 56 
proxy server, 62 
search page, 59 
Web, 53 
web page 
opening, 55 
Week view in Agenda, 94 
weekly appointments, 97 
where things are, 1 
windows. See dialogs 
Word program 
key, 7 
Workdays, 106 
world map, 105 
wrapping text 
in Word, 65 


non-printing characters, 68 
writing a fax, 47 
writing an email, 40 
wysiwyg text, 65 
X 
X/Y graphs, 82 
X-rays, 165 


Y 


Year planner in Agenda, 94 
yearly appointments, 97 


Z 


zooming in & out, 5 


